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ABSTRACT 

This module, one in a series of competency-based 
guidance program training packages, focuses on specific professional 
and paraprofessional competencies of guidance perponnel. Modules in 
Category C suggest how to conduct, accomplish, or carry out selected 
career guicance program activities. The purpose of this module is to 
help career guidance personnel increase the knowledge and skills 
needed to conduct a followup study of program leavers and ensure that 
follow-through assistance for clients is provided. It begins with a 
section that presents the module goal and a listing of the eight 
competency statements. An introduction gives an overview of the 
purpose and content of the module. The next section presents a 
reading (cognitive information) on each one of the competencies. 
Learning experiences related to the needed competencies follow. One 
learning experience exists for each competency (or cluster of 
competencies), and each may stand on its own. Each learning 
experience consist? of an individual activity, individual feedback, 
and group activity. An evaluation section contains a Pre- and 
Post-Participant Assessment Questionnaire and a Trainer's Assessment 
Questionnaire. A final section lists all references and provides 
annotations of related major resources. Appendixes include a copy of 
the Family Educational Rights and Privacy Act and sample followup 
questionnaires. •( YLB) 
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FOREWORD 



This counseling and guidance program series is patterned 
after the Perfoimance* Based Teacher Education modules 
designed and developed at the National Center for Research 
in Vocational Education under Federal Number NE-C00-3-77 
Because this model has been successfully and enthusiastically 
recieved nationally and internationally this series of modules 
follows the same basic format 

This module ts one of a series of competency-based guidance 
program training packagesfocusing upon specific professional 
and paraprofessional competencies of guidance personnel 
The competencies upon which these modules are based were 
identified and verified through a project study as being those 
of critical importance for the planning supporting implement- 
ing operating and evaluating of guidance programs These 
modules are addressed to professional and paraprofessional 
guidance program staff in a wide variety of educational and 
community settings and agencies 

Each module provides learning experiences that integrate 
theory and application each culminates with competency 
referenced evaluation suggestions The materials are designed 
for use by individuals or groups of guidance personnel who 
are involved m training Resource persons should be skilled in 
the guidance program competency bemg developed and 
should bethc oughly oriented tothe concepts and procedures 
used in the total training package 

The design of the materials provides considerable flexibility 
for planning and conducting competency-based preservice 
and inservice programs to meet a wide variety of individual 
needs and interests The materials are intended for use by 
universities, state departments of education, postsecondary 
institutions intermediate educational service agencies. JTPA 
agencies, employment security agencies, and other commu- 
nity agencies that are responsible for the employment and 
professional development of guidance personnel 

The competency-based guidance program training packages 
are products of a research effort by the National Center s 
Career Development Program Area Many individuals, institu- 
tions and agencies participated with the National Center and 
have made contributions to thp systematic development, 
testing and refinement of the materials 



National consultants provided substantial writing and review 
assistance in development of the initial module versions over 
1300 guidance personnel used the materials in early stages of 
their development and provided feedback to the National 
Center for revision and refinement The materials have been 
or are being used by 57 pilot community implementation sites 
across the country 

Special recognition for moior roles in the direction develop- 
ment, coordination of development, testing and revision of 
these materials and the coordination of pilot implementation 
sites is extended to the following project staff Harry N Drier 
Consortium Director. Robert E Campbell. Linda Pfister 
Directors. Robert Bhaerman. Research Specialist Karen 
Kimmel Boyle. Fred Williams. Program Associates, and Jame 
B Connell. Graduate Research Associate 

Appreciation also is extended to the subcontractors who 
assisted the National Center m this effort Drs Brian Jones 
and Linda Phillips-Jones of the American Institutes for 
Research developed the competency base for the total pack- 
age managed project evaluation, and developed the modules 
addressing special needs Gratitude is expressed to Dr. 
Norman Gysbers of the University of Missouri-Columbia for 
his work on the module on individual career development 
plans Both of these agencies provided coordination and 
monitoring assistance for the pilot implementation sites 
Appreciation is extended to the American Vocational Associ- 
ation and the American Association for Counseling and 
Development fortheir leadership in directing extremely impor- 
tant subcontractors associated with the first phase of this 
effort 

The National Center is grateful to the U S Department of 
Education. Office of Vocational and Adult Education (OVAE) 
forsponsorshipofthreecontractsrelatedtothiscompetency 
based guidance program training package In particular we 
appreciate the leadership and support offered project staff by 
David H Pritchard who served as the project officer for the 
contracts We feel the investment of the OVAE in this training 
package is sound and will have lasting effects in the field of 
guidance in the years to come. 

Robert E Taylor 
Executive Director 
National Center for Research 
in Vocational Education 
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The National Center for Research in Vocational Education's mis- 
sion ts to increase the ability of diverse agencies, institutions, and 
organizations to solve educational problems relating to individual 
career planning, preparation, and progression. The National Center 
fulfills its mission by 

• Generating knowledge through research. 

• Developing educational programs and products 

• Eva.uating individual program needs and outcomes 
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INTRODUCTION 
READING 



Competency 1 Describe how follow-up activities relate to a total program evaluation effort 
and to client assistance follow-through activities, and develop a rationale for and express a 
commitment to including follow-up activities as part of the program 9 

Competency 2. Describe several methods of collecting follow-up information including 
mail and telephone surveys of program clients, employers, parents, and others, and on-site 
visits: determine advantages and disadvantages of each method; and select the most 
appropriate follow-up methods for the career guidance program 10 

Competency 3. Develop a plan for conducting follow-up activities that includes goals and 
objectives, major tasks, roles and responsibilities of staff, cost, resources needed, ard 
timeline 14 

Competency 4. Develop instruments for collecting follow-up data, pilot test them on a 

sample of program participants, and revise the instruments for future follow-up efforts 21 

Competency 5. Interpret and report data collected from follow-up studies, and present 
information to various audiences such as program administrators, counselors, employers, 
planners, clients' family members, and others 22 

Competency 6. Describe several strategies for following through on clients' progress such 
as periodic counseling interviews with clients after they have left the program, and written 
or oral communications with clients and the employer, family members, teachers of clients, 
or with placement agency representatives 25 

Competency 7. Discuss follow-through services with clients prior to their leaving the 
program, select option(s) that will best meet the clients' and program's needs and obtain a 
commitment from the clients to cooperate in follow-through efforts 28 

Competency 8, Record information collected during follow-through efforts and evaluate 
those efforts in terms of their effect on client's progress and benefits to the organization 28 

LEARNING EXPERIENCES 

1. Relating Follow-up to Program Evaluation 31 

2 Collecting Follow-up Information 35 

3. Developing a Plan for Conducting Follow-up Studies 41 

4. Developing Instruments for Collecting Follow-up Data 45 

5. Interpreting. Reporting and Disseminating Follow-up Data 51 
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6. Providing Follow-through Services 57 

7. Discussing Follow-through Services 63 

8. Recording and Evaluating Follow-through Data 69 

EVALUATION 73 

REFERENCES 81 

APPENDIX A 83 

APPENDIX B 91 
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ABOUT USING THE CBCG MODULES 



CBCG Module Organization 

The training modules cover the knowledge, skills, and 
attitudes needed to plan, support, implement, operate, and 
evaluate a comprehensive career guidance program. They 
are designed to provide career guidance program im~ 
plementers with a systematic means to improve their 
career guidance programs. They are competency-based 
and contain specific information that is intended to assist 
users to develop at least part of the critical competencies 
necessary for overall program improvement. 

These modules provide information and learning ac- 
tivities that are useful for both school-based and 
nonschool-based career guidance programs. 

The modules are divided into five categories. 
The GUIDANCE PROGRAM PLANNING category assists 
guidance personnel in outlining in advance what is to be 
done. 

The SUPPORTING category assists personnel in know- 
ing how to provide resources or means that make it possi- 
ble for planned program activities to occur. 
ThQ IMPLEMENTING category suggests how to conduct, 
accomplish, or carry out selected career guidance program 
activities. 

The OPERATING category provides information on how 
to continue the program on a day-to-day basis once it has 
been initiated. 

The EVALUATING category assists guidance personnel 
in judging the quality and impact of the program and either 
making appropriate modifications based on findings or 
making decisions to terminate it. 

Module Format 

A standard format is used in all of the program's 
competency-based modules. Each module contains (1) an 
introduction, (2) a module focus, (3) a reading, (4) learn- 
ing experiences, (5) evaluation techniques, and (6) 
resources. 

Introduction. The introduction gives you, the module 
user, an overview of the purpose and content of the 
module. It provides enough information for you to deter- 
mine if the module addresses an area in which you 
need more competence. 

About This Module* This section presents the follow- 
ing information: 

Module Goal: A statement of what one can ac- 
complish by completing the module. 
Competencies: A listing of the competency 
statements that relate to the module's area of con- 
cern. These statements represent the competencies 
thought to be most critical in terms of difficulty for 
inexperienced implementers, and they are not an 
exhaustive list. 
This section also serves as the table of contents for the 
reading and learning experiences. 

Reading. Each module contains a section in which 
cognitive information on each one of the competencies 
is presented. 

1 . Use it as a textbook by starting at the first page at »d 
reading through until the end. You could then 



complete the learning experiences that relate to 
specific competencies. This approach is good if you 
would like to give an overview of some competen- 
cies and a more in-depth study of others. 

2. Turn directly to the learning experiences(s) that 
relate to the needed competency (competencies). 
Within each learning experience a reading is listed. 
This approach allows for a more experiential ap- 
proach prior to the reading activity. 

Learning Experiences. The learning experiences aie 
designed to help users in the achievement of specific 
learning objectives. One learning experience exists for 
each competency (or a cluster of like competencies), and 
each 'earning experience is designed to stand on its own. 
Each learning experience is preceded by an overview 
sheet which describes what is to be covered in the learn- 
ing experience. 

Within the body of the learning experience, the following 
components appear. 

Individual Activity: This is an activity which a person 
can complete without any outside assistance. All of the 
information needed for its completion is contained in 
the module. 

Individual Feedback: After each individual activity 
there is a feedback section. This is to provide users 
with immediate feedback or evaluation regarding their 
progress before continuing. The concept of feedback 
is aldo intended with the group activities, but it is built 
right into the activity and does not appear as a separate 
section. 

Group Activity: This activity is designed to be 
facilitated by a trainer, within a group training session. 

The group activity is formatted along the lines of a 
facilitator's outline. The outline details suggested ac- 
tivities and information for you to use. A blend of 
presentation and "hands-on" participant activities such 
as games and role playing is included. A Notes column 
appears on each page of the facilitator's outline. This 
space is provided so trainers can add their own com- 
ments and suggestions to the cues that are provided. 

Following the outline is a list of materials th?t will be 
needed by workshop facilitator. This section can serve 
as a duplication master for mimeographed handouts 
or transparencies you may want to prepare. 

Evaluation Techniques* This section of each module con- 
tains information and instruments that can be used to 
measure what workshop participants need prior to train- 
ing and what ihey have accomplished as a result 1 train- 
ing. Included in this section are a Pre- and Post-Participant 
Assessment Questionnaire and a Trainer's Ass *ssment 
Questionnaire. The latter contains a set of performance 
indicators v/hich are designed to determine the degree of 
success the participants had with the activity. 

References* All major sources that were used to develop 
the module are listed in this section. Also, major materials 
resources that rotate to the competencies presented in the 
module are described and characterized. 
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INTRODUCTION 



As more and more money is being invested in 
career and vocational education and training, 
demands are being made for "cost effectiveness" 
daia. Training programs are being held account- 
able for their actions and for the success of their 
students or clients who leave the program sup- 
posedly prepared for the work world. As this 
accountability call becomes stronger, the need 
for documentation of program effectiveness 
becomes imperative. 

Follow-up the systematic collection of data from 
former clients and employers, can provide "out- 
come" data for measuring the effectiveness ot 
your program. National legislation such as the 
1976 Education Amendments have drawn atten- 
tion to the role of follow-up in program evalua- 
tion. It is apparent that follow-up studies, already 
mandated by federal vocational education legis- 
lation will become increasingly popular as a mea- 
sure of program effectiveness. 



Follow-through is the process of (1) identifying 
the needs of former clients and their employers 
and (2) providing services to meet those needs. 
Follow-through needs are frequently identified 
through follow-up studies, but can be identified 
through other formal or informal processes. 

Follow-up and follow-through activities or efforts 
should not be viewed as separate events but 
rather as complementary ones. Each plays an 
important part in obtaining feedback from former 
clients and employers, and each provides impor- 
tant data to be used tor measuring program effec- 
tiveness and for program improvement. 
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READING 



Relating Follow-up to Program Evaluation 



Competency 1 



Describe how folidw-up Activities relate to alptel 
program evaluation effort and to client assistance 
follow-through activities, and develop a rationale 
for and express a commitment to including follow* 
up activities as part of the program. 



The concept of follow-up can be more accurately 
understood when placed in the broader context 
of evaluation. Follow-up is a subsystem of a com- 
prehensive evaluation system whose goal is to 
assess the outcomes of a career or vocational 
education program. As a subsystem and like all 
other evaluation techniques, follow-up studies 
are designed to gather useful information for 
improving the decision-making processes with 
regard to program development, planning, ser- 
vice delivery, and evaluation. 

The primary purpose of a program evaluation is 
to determine the effectiveness of the "help" given 
and to identify improvements needed in your 
agency's program. Wh9n evaluating your agen- 
cy's program, there is really no substitute for 
information about what happens to the clients 
after they leave the program. The outcome data 
provided by a follow-up study, while considered 
the most significant data to collect, is also the 
most difficult to obtain ar.o to interpret. Knowing 
the difficulty of the task should motivate you to 
plan carefully before beginning. 

A follow-up study is the systematic collection of 
data from both former clients and their employ- 
ers Clients are asked to review how the program 
assisted or failed to assist them in preparing for 
work. Employers are asked to evaluate the cur- 
rent work behaviors of their employees. 

The specific purposes you might want to achieve 
through follow-up studies are the following: 

1 To determine the occupational difficulties 
and successes encountered by former 

clients 



2. To identify the number and kinds of 
employment which former clients have 
entered locally on a parttime or fulltime 
basis 

3. To obtain information from the clients about 
how well they believe the career guidance 
program achieved its objectives 

4. To discover the degree of occupational 
mobility among the former clients 

5. To obtain a realistic picture of what lies 
ahead for present clients 

6. To gather ideas for program improvement 

7. To determine why some former clients 
dropped out or stopped using the services 
of the career guidance program 

8. To identify ways in which the career guid- 
ance program could be of further assistance 
to both clients and employers 

9. To eval uate the degree of employer satisfac- 
tion with placement services and the per- 
formance of former clients 

The results of follow-up studies can be used for a 
variety of purposes--a few are described below. 

1. Follow-up information can be used to sup- 
port quality programs, not just to point out 
areas that need improvement. During infla- 
tionary periods, budget cuts are sometimes 
made indiscriminately. The availability of 
data supporting the quality of a particular 
program for service may well be the infor- 
mation you need to protect it from being cut 
or eliminated. 
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2. Follow-up studies may be the impetus tor 
change. For example, in your agency's semi- 
annual survey of local employers, finds that 
employers frequently commented that your 
clients (now their employees) did not know 
how to complete job applications or con- 
duct themselves appropriately in a job inter- 
view. As a result of this information, your 
agency staff meet to design a program to 
prepare your students or clients for entering 

the job market. 

3. Follov 'jo studies can be used for program 
planning and improvement. You should exer- 
cise care when using follow-up data in plan- 
ning or improving your program. You must 
always remember that J .ollow-up data tells 
you only what happened not why it hap- 
pened. It is difficult to determine the cause 
of someth ing if only th* effect is known. You 
shculd not fall into the habit of reaching 
conclusions hastily. Considerthis example. 



A community technical school has a child 
care program. However, due to inflationary 
pressures and budget deficits, federal and 
state funding for child care facilities has 
been reduced forty percent during the last 
two years. Many of the program's graduates 
have not found jobs. This inability to find 
work might lead someone to the conclusion 
that the training program was of low quality, 
when in reality, jobs were not available. 

4. Follow-up data can also be used for Improv- 
ing services or offering new ones. Consider 
this example. A high school sends out a 
follow-up questionnaire which includes the 
question, "How did you got your first full- 
time job after graduation?" The graduates' 
responses indicate that it took them three to 
four nonths to secure jobs. This informa- 
tion might suggest to the educational agency 
that it should consider implementing a job 
placement service. 



Collecting Follow-up Information 



Describe sevtrai methods of collaotina foMbwHipv 
Informitlort including maMandiataphormuwayaaf 
program cliant*, •mptoyort, paronta, androlhdr*. 

Competency 2 * 

^ r * Varna** of #ach mathodi and aaiaotth* *W 

approjifiau Wow-up math^%thacafi<ir0ul^ 
. anca program. , ■ ■ 



Effective follow-up of clients should begin before 
the client leaves the agency's setting. While 
clients are still in the program, the agency staff 
should develop a system to collect, file, and main- 
tain a current listing of names and addresses of all 
clients to be followed up. Although this task is 
time consuming, the listing must be current and 
accurate if a significant percentage of former 
clients are to be successfully contacted. A stan- 
dard biographical data card suggested by John- 
son etal. (1980) for this purpose appears in figure 
1 

Before leaving the program, clientsshould partic- 
ipate in an orientation to the procedures that will 
be followed in collecting information. At this time. 



the importance of and the rationale forthe follow- 
up study can be shared with the clients. 

The coordinator of the follow-up study will need 
to determine the frequency with which follow-up 
studies will be conducted. Vlany follow-up stud- 
ies are designed to coiiect information from 
clients and employers over a five-year period. 
The most commonly used time schedule during 
that five-year period is base line, four to six 
months, three years, and five years. 

Base line data are collected before the client 
leaves the program. A sample base line data col- 
lection form used in a vocational education pro- 
gram appears in figure 2. The data (Johnson. 
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1980) collected in the formal follow-up surveys at 
specified intervals (e.g four to six months, one 
year, three years, ana five years) should also 
relate to the stated pur poses of the follow-up and 
the goals and objectives of youragency's program. 

Before deciding what method is going to be used 
to collect data, it is wise to give considerable 
thought to how the data will be tabulated. Hand 
tabulation and electronic data processing are the 
two common methods available. If the population 
to be surveyed is large, it would be wise to use 
electronic processing methods. 



A questionnaire sent by mail is the most fre- 
quently used method to collect follow-up data. 
The major disadvantage of this method is the 
problem of nonrespondents-persons who simply 
do not return the questionnaire. A 60 to 75 per- 
cent rate of return should be your goal and this 
rate of return is difficult to achieve through a 
mailed questionaire. You may beable to motivate 
your former clients to return thequestionnaire by 
using the following practices: 

1. Use short and uncomplicated instruments. 

2. Time the mailing to arrive in midweek. 
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SAMPLE QUESTIONNAIRE 



Since you are leaving a vocational education program/ you can help evafiiaW the job the sHiool ha* done irv fyreparing you for the 
world of work. This questionnaire is very important In future years, we will want to maintain a co>itaot w4* y# throu#i fo^^p 
studies, so please be eccurate and honest in writing the information requested This is a cbanoe * 
vocational education program. v. ■ . *f w «-. v -V •' 'V. 



1. In which voeetionel educetion program were you enrolled while in school? {check one) 

Agriculture Health « . Distributive Education -^ (^; please specify: 

Business & Office Education « Home Economics trade' & industrial 



2. How long were you enrolled in the above-mentioned program? Write the number!* -s*~ye*<s# — month(s) 

3. How well do you think your vocational education program hes prepered you for e job in that field? 

Excellent _^ Above Averege Averege — - Below Average -— Failure ^ 

4. Oo you plan to continue your formal education? <o 
Yes No Full-time Pert-time 5 

w 5. Have you found employment? io 

Yes Full-time Part-time Name of Firm Position , — 

Address of Firm, ,. — • 

No 

If no, are you currently seeking employment? 

Yes _ No Full-time Pert-time 

If yes, type of position desired 



6. Do you need assistance from us in helping you locate employment? Yes _ No 

7. Which vocational course has been most helpful to you? _ — 

8. Which vocational course has been least helpful to you? 



9. What suggestions do you have for improving the school's vocational education program? 



By keeping the questionnaire short and by providing a simple checklist procedure, students will probably complete the instrument 
The r.iost important aspect of this follow-up is keeping standard biographical data on file. 



ERIC 



3. Provide a prepaid envelope. 

4. Place difficult questions last 

5. Avoid personal information as much as 
possible. 

6. Use colored or u nique instruments to attract 
interest. 

7. Use a personalized cover lettor. 

8. Send a newspaper clipping or some piece of 
publicity about the study. 

Clients failing to return the questionnaire within 
two weeks should be reminded again either by 
mail or phone. Two or more contacts of nonre- 
spondents increases the response rate. 

The structured Interview is conducted by a trained 
interviewer using a carefully designed interview 
guide. The interview guide can be relatively sim- 
ple if only one person is doing the interviewing. 
The more people involved in interviewing, the 
more carefully the interview guide must be struc- 
tured. In a "structured interview," you are inter- 
ested in trying to direct both what the interviewer 
says and how the interviewer records the infor- 
mation received. This direction is given through 
an interview guide somewhat similar to a movie or 
theater script. This direction is necessary to 
ensure that common data is collected in a stan- 
dard manner. Obviously, consistency in inter- 
viewing is important to obtain valid and reliable 
data. 

An Interview guide actually tells the interviewer 
what to say. For each item there is a statement or 
question which the interviewer is to use. When 
you train your interviewers to use the guide, it is 



important they they learn the intent of the ques- 
tion becausethe client being interviewed may not 
understand the question and it may take some 
discussion before the issue is resolved. 

The interview guide contains a set of response 
categories into which the respondent's answer 
can be placed. The interviewerasks the question, 
listens to the answer, and then decides the cate- 
gory intowhich the response fits. Occasionally, a 
response will be placed in the "other" category, 
but it is possible to develop response categories 
that will cover 90 to 95 percent of all responses. 

The telephone interview can be used for sampling 
purposes. Although you may be limited in the 
amount of information you can gather, this 
approach may be the only one feasible with some 
populations. Occasionally, a combination of a 
mailed questionnaire and personal interviews 
conducted with a sample of the nonrespondents 
is successful. 

When trying to determine the best follow-up 
method to use in yoursituation, usethe following 
questions to assist you in making a decision- 

1 . What type of data is needed? 

2. How much data is to be collected? 

3. What are the sources of the data? 

4. How much time is available? 

5. How much money is allocated inthe budget? 

6. What is the competency of the staff? 

7. How much staff time is available? 
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Developing a Plan for Conducting Follow-up Studies 



Develop a plan for conducting follow-up activities 
i^n-irirt^nniffr that includes goals and objectives, major tasks, 

WOmpeieiM^f f roles and responsibilities of staff t cost resources 

needed, and timeline- 



In order to efficiently manage your follow-up 
effort, you should develop a plan for conducting 
the study. A plan assists you in thinking through 
the activities that must be accomplished in order 
to have a successful study. The plan, alterable 
when desired, serves as a guide for you and oth- 
ers. The specificity of the plan should reflect your 
agencies' needs. 

According to Franchak and Spirer (1979). four 
major issues should be addressed in designing 
and planning a follow-up study. They are de- 
scribed below: 

1 . Systematic development of follow-up study 
objectives. Inadequate objectives can be 
one of the major obstacles to a successful 
study. 

2. Techniques for the development of survey 
instruments used to collect information from 
former clients. Instrument development 
involves several steps which include the 
following: 

• Determining the questions to be asked 

• Developing sex and ethnic equitable 
language for the instrument 

• Increasing the readability of the 
instrument 

• Increasing the reliability and validity of 
the instrument 

• Determining the most appropriate format 

• Determining how to process the 
instrument 



3. Techniques for ensuring that the concerns 
stemming from the Family Education Rights 
and Privacy Act (Public Law 93-380 and 
amended by Section 2 of Public Law 93-568) 
are addressed. (See appendix A for a copy 
of the act.) 

4. Drawing the representative sample or defin- 
ing the population. 



Developing Follow-up Study Objectives 

The development of objectives is the first major 
step in the design of your study. Franchak and 
Spirer (1978) suggest that in otder to arrive at 
specific objectives, it is sometimes helpful to 
begin with the goals of the program. Consider 
this example. A majorgoal of your program might 
well be to provide follow-up information that can 
assist you in making decisions concerning the 
development and improvement of the agency's 
efforts. Four rather broadly defined objectives are 
implied by this goal: 

1 . Improvement, expansion, alteration, or elim- 
ination of some of your agency programs 

2. Assistance in decision making 

3. Assistance in planning 

4. Assistance in evaluation 

From these broad objectives, specific or 
"question-oriented" objectives can be developed 
Examples of specific objectives that some follow- 
up studies might include are these: 

1. Identify reasons for former clients leaving 
before completing the program 



2 Identify on-the-job difficulties which formur 
clients have experienced 
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3. Identify the types of work experiences former 
clients have had in the labor market 

4. Determine the percept'ons of former clients 
regarding the adequacy of the training or 
preparation 

With objectives reflecting the needs of your 
agency firmly established, you should be able to 
proceed efficiently with the remainder of your 
planning. 



Outlining Specific Activities 

By outlining the specific activities and the per- 
sonnel responsibilities for the study in the begin- 
ning, the chances for a successful effort are 
increased. As a part of your plan, you may wish to 
develop a chart depicting the tasks to be accomp- 
lished. McKinney and Oglesby (1971), while div- 
iding follow-up procedures into four phases 
(Preparation, Data Collection, Data Analysis and 
Report Preparation, and Dissemination of 
Follow-up Study Results) have delineated follow- 
up activities in sequence. This comprehensive 
listing of activities is reproduced here (figure3) to 
assist you in designing your plan. Figure 4 also 
provides a tested follow-up survey instrument 
that may be helpful. 




6. Ottafo 

7. Obtain 
thtf • 
aofPui 



6. Establish mailing dates and prapara follow-up materials for, mailing. 
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Follow-up Study Phase 2: Data Collection 

1. First mailing-alert cards or letters. 

2. Second mailing-cover letters and questionnaires sent end of first week. 

3. First response analysis. 

a. Begin running count of returned and completed questionnaires. 

b. Attempt to find correct addresses for instruments returned because of incorrect 
address. 

c. Compile address list for third mailing of nonrespondents and corrected addresses. 

4. End of second week-third mailing. 

a. Reminder cards for nonrespondents. 

b. Questionnaires to corrected addresses^-lnstruments returned with "address unknown." 

c. Prepare list for fourth mailing. 

5. End of third week- fourth mailing. 

a. Reminder letter and second copy of questionnaire to nonrespondents. 

b. Continue response analysis. 

6. End of fourth week-fifth and final mailing. 

a. Send reminder card with cut-off date to nonrespondents. 

b. Prepare telephone survey list of nonrespondents. 

7. Conduct telephone survey of nonrespondents. 

Follow-up Study Phase 3: 
Data Analysis and Preparation 

1. Identify data analysis processing procedures-manual and/or electronic data processing. 

2. Define statistical techniques for data analysis. 

3. Prepare follow-up report. 

a. Identify audiences for which report(s) are to be developed. 

b. Analyze findings. 

c. Develop nonrespondent report. 

4. Publish report. 
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Follow-up Study Phase 4: 
Dissemination of Results 

1. Identify groups to receive report. 

a. Administrators '■■;■"<; 

b. Teachers 

c. Advisory committees 

d. Board(s) of education 

e. Government agencies ■f-.'i 

3 mSZZXST or work,hop p • c, " ,fl • ,0 •mt^^^i^i^i^^ 

a. Local inservice workshops ^^x'i^ 1 ^ 

b. Annual statewide conference on vocational education ^ * 

c. Public hearings or meetings 
4. Develop news articles for media. 

Developing a Plan 3 . staff ro|es and responsibilities. 

After reviewing the phases and activities sug- 4. timeline, and 
gested by McKinney and Oglesby, you should be 
ready to begin to develop your initial plan for 5. budget 
follow-up. As you may recall from earlier modules. 

a plan should contain- A portion of such a plan appears in figure 5 

1. goals and objectives of the study. y^Tp'la*" C, ° 8e ' y ^ ^ ^ * deVe '° P 

2. major tasks and activities to be completed. 



9 

ERIC 



17 



20 



(O 



ERIC 




Figure 5 

PLANNING SHEET 



Goal: To conduct a follow-up study of former clients 

Objective: To design an initial plan for conducting a follow-up study 



Activity 



Person(s) 
Responsible 



Resources 



Cost 



Time Line 



1 . Develop follow- 
up study 
objectives 

2. ldent J fy popula- 
tion of students 
and employers 
to be included 
in the study 

3. Choose best 
method (cost- 
benefit/cost* 
effective) for 
conducting 
study: 

a* Mail question- 
naire 

b. Personal 
Interview 

c. Telephone 
Interview 

4* Discuss how data 
will be analyzed 

5. Design question- 
naire or 
interview 

6. Pretest 
questionnaire 

7. Establish 
mailing 
dates 

8. Prepare follow- 
up materials 



Coordinator 

Program 

Evaluator 

Coordinator 



Coordinator 



Coordinator 
Evaluator 

Coordinator 



Center Staff 
Coordinator 



Coordinator 
Typist 



Placement 
Files and Other 
Student Data 



Typist 
Duplicating 



Duplicating 



Personnel 
Costs 



Personnel 
Costs 



Personnel 
Costs 



Personnel 
Costs 

Personnel 
Costs 



$10.00 



$50.00 



September 10-15 



September 16 



September 17-18 



September 19 
September 21 25 

September 29-30 
October 1 

October 3-8 
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Developing Instruments for Collecting Follow-up Data 



Competency 4 



Develop instruments for collecting follow-up data, 
pilot test them on a sample of program participants, 
and revise the instruments for future follow-up 
efforts. 



Since the data collected via the follow-up instru- 
ment might be used for total program evaluation, 
it stands to reason that careful consideration be 
given to the items to be included on the instru- 
ment. Be ready to take the necessary time to 
design an adequate questionnaire. The tima and 
effort invested now will result in reliableand valid 
data later 

If your program objectives are stated in behav- 
ioral terms, as was suggested in the module CG 
A-5 Build a Guidance Program Planning Model 
your task will be easier. The program objectives 



become the basis for stating the criterion ques- 
tions and, subsequently, the items for your ques- 
tionnaire. A criterion question states the program 
objective in a way that the response requested 
will help measure the achievement of the objec- 
tive. More complicated program objectives will 
require more than one criterion question while 
the simple ones will not. 

After developing the criterion questions, the next 
step is to develop or select as many items as you 
need to gather the information to answer the cri- 
terion question Figure 6 is an example of the 
process. 
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Figure 6 

Developing Questionnaire Items for Follow-up 

Program Objective ■ V 

To provide clients with the job seeking skills that are necessary to secure employment. 
Criterion Question 

How well do former clients feel their career guidance program prepared them to seek a job? 
Questionnaire Items 

1 How well did the career guidance program prepare you to complete job applications? 
Very well Satisfactorily Inadequately _ 



2 How would you describe your preparation for the job interview? 
Excellent Good Fair 



Poor. 
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Examining the following checklist of do's and 
don ts for instrument construction rmy help you 
avoid mistakes as you design your ii .trument 

Do: 

• Express each item clearly. 

• Organize related questions by section. 

• Make the questionnaire just long enough to 
meet your objectives. 

• Use colored paper rather than white. 

• Use high quality printing. 

• Design a unique and attractive question- 
naire if possible. 

Don'ts: 

• Avoid open-ended items because they are 
difficult to categorize. 



• Avoid asking clients for information that is 
already in the files. 

• Avoid asking questions that could be consid- 
ered too personal. 

• Avoid "nice-to-know" or "interesting" 
questions. 

r! ot testing the questionnaire to see if the direc- 
tions and items are clearly stated is wise. Although 
frequently omitted, this step in Ihe process may 
assist you in avoiding unnecessary mistakes and 
in avoiding excessive time in analyzing data once 
it is returned. Current clients are good individuals 
with whom to pretest your instrument. Their 
comments and suggestions can help you revise 
the questionnaire. An example of a follow-up sur- 
vey is included in appendix B, 



Interpreting, Reporting, and Disseminating Follow-up Data 




!# : 
lull' 
Hi 



Car mi consideration should be given to the 
interpretation of the data collected in the study. If 
the questions you asked were factual (rather than 
opinion), the responses can be interpreted care- 
fully. Interpretation of opinion, attitude, or sub- 
jective responses is quite difficult because you 
have no wav of knowing the mood of the 
respondents when they answered the question. 
Such data can be reported b'Jt you should be 
cautious in your interpretat ">n 

Economic, environment, and labor force trends 
should be considered. For example, the closing 
of a local plant shortly before the mailing of your 
questionnaire would obviously affect your results. 
Sometimas it is helpful to make comparisons with 
previous follow-up data to detect trends or changes 
that may have important implications. 



The general purpose of a follow-up study report 

is to inform readers about the objectives of the 
study, the objectives of the agency's program, the 
population studied, the methods used in conduct- 
ing the study, and the conclusions and recom- 
mendations that can be made from the study. The 
organization of the report is dictated by the type 
of report which is to be prepared. According to 
Franchak and Spirer (1978), the detailed report 
should contain the following: 

1. Summary (one-two pages) 

a. Purpose 

b. Procedure 

c. Results, conclusions, and recommen- 
dations 
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2. Economic, environment, and labor force 
trends 

3. Results 

4. Conclusions 

5. Implications for: policy making and deci- 
sion making for program improvement and 
development 

6. Appendices 

a. Procedure-data collection, data 
analysis 

b. Returns-return rates by programs, 
type of school, geographic region 

c. Limitations 

d. Data tables 

e. Copy of survey instruments 

A few clarifying comments about various aspects 
of the "detailed" report follow. 

The summary states what the report is about, and 
its major results, conclusions, and implications. 

The economic, environment, and labor force 
trends section is very important. Some of the 
most crucial information obtained in a follow-up 
study is that which describes the number of 
clients who have been able to find jobs related to 
their field of study or their training. Consider this 
situation. If an area is experiencing a high rate of 
unemployment or is experiencing a loss of local 
industry, graduates will be directly affected. If 
you are aware of the economic and labor force 
trends, you will be able to more accurately inter- 
pret your data. 

When reaching conclusions and making recom- 
mendations, if you have used a mailed question- 
naire, you must take your rate of return into con- 
sideration. A low rate of return from a 
nonrepresentative population will not lead to 
valid conclusions. 

Conclusions can be summarized with phrases 
similar to these: 

The two most successful programs in terms 
of graduates finding work related to their 
training were . . 



and 

"The majority of former clients from the . . . 
program continued their education in post- 
secondary institutions." 

A recommendation is really a suggested answer 
to the question, what should be done based on 
the findings of the study? In essence, recommen- 
dations offer alternative actions that are designed 
to change the present or future direction of your 
agency's program. Consider this example. The 
follow-upstudy of Community Technical School's 
manufacturing tech graduates found that 57 per- 
cent of the graduates felt they had been poorly 
prepared for their work. Based on that informa- 
tion, one recommendation that might be made is 
this one: 

"The Manufacturing Tech Program should 
form an advisory committee of employers to 
evaluate the relevancy of the manufacturing 
tech curriculum." 

Because different audiences have different needs, 
you may have to prepare different reports. The 
detailed report described above would be useful 
for educational planners, classroom instructors, 
agency counselors and placement personnel, 
and agency administrators. A summary report 
may be all you need for your advisory committee 
whilea federal report (using specified forms) may 
be necessary for the federal or state government 
agencies. 

Regardless of the format of your report, you 
should present the facts in an easily understood 
manner. Jargon should be avoided. Whenever 
possible, graphics should be used in presenting 
data. Bar graphs or pie graphs, for example, 
assist the reader in understanding the findings of 
the study by illustrating similarities, differences, 
and trends quickly. Consider the example below. 
Comparethe information inta e 1 on enrollment 
trends with the same information depicted in the 
gran'* -figure 7. While it takes sometimeto notice 
t s lift* in table 1, the graph in figure 7 points 
c >hifts in a glance, 

Upon completion, the report is ready for dissemi- 
nation Program decision-makers and/or persons 
responsible for program evaluation and improve- 
ment should receive copies of the report. A list of 
possible decision-makers appears below: 

• Program Personnel (e.g., Director. Place- 
ment Coordinators, Evaluator) 
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• Advisory Committee 

• Government Agencies (e.g., State Depart- 
ment of Education) 

• Community Groups (e.g., local employer's 
association) 
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Providing Follow-through Services 



Competency 6 



Doicrlbetfvtrtlttr* 
cllanti'prograHfUCfc 
vlewt with oN*|0i 
and wrltttn or Of it 
the employer, family 
or with placement atytn 




While the follow-up process deals largely with 
groups or group data, the follow-through process 
is concerned with Individuals. As you recall from 
the "Introduction." follow-through in the process 
of (1 ) identifying the needs of former clients and 
their employers and (2) providing services to 
meet those needs. Follow-through needs are fre- 
quently identified through follow-up studies, but 
can also be identified through other formal and 
informal processes 



Historically, the concept of client follow-through 
has been more theoretical than practical. In the 
future, just knowing that clients have been placed 
will not besufficient. Career guidance personnel, 
in cooperation with clients and employers need 
to monitor the successes and the problems that 
surface on the job. By initiating personal contacts 
(face-to-face, telephone, or mail) with both clients 
and employers, minor problems may be pre- 
vented from becoming major ones. 
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The scope of follow-through services should be 
made clear to both clients and employers. The 
scope of such services varies according to pro- 
grams but effective follow-through services include 
the following: 

Counseling Services 

• To assist clients in making initial work 
adjustments. 

• To assist clients in dealing with personal 
problems that might interfere with their job. 

Referral Services 

• To direct clients to additional sources of 
career information. 

• To direct clients to additional sources of 
career preparation or training. 

• To direct clients to additional job placement 
services foreither advancement or relocation. 

Consultation Services for Employers 

• To assist employers in arranging for educa- 
tional opportunities to improve employee 
skills. 

• To help employers to identify existing jobs 
which might be redesigned to utilize the 
entry level skills of some clients. 

• To assist employers in dealing with work 
adjustment problems of the employees. 

Strategies that can be used to deliver these ser- 
vices can be formal or informal and include the 
following: 

• Contacting the clients by phone or in person 
to determine if they are experiencing any 
problems. 



• Asking the clients either in person or via a 
questionnaire if they are i nterested in obtain- 
ing additional guidance services, e.g., job 
counseling. 

• Contacting the employers by phone or in 
person to inquire about the performance of 

clients. 

• Asking the employers either in person or by 
questionnaire if there are any problems 
being encountered which you may assist in 
resolving. 

Individual placement plans can be designed to 
increase the chances of desirable follow-through 
with your students or clients. Each activity in the 
individual placement plan should be monitored. 
For example, if a student is referred to the 
Employment Service for a job, then this referral 
should be followed through to see what hap- 
pened. In placement programs, this monitoring is 
one aspect of follow-through. An additional aspect 
o* follow-through centers around the actual 
placement of clients. Once a client is placed, 
follow-through on each student placement is 
recommended. You will be interested in discover- 
ing the relationship between actual placement 
and the original placement plans. This informa- 
tion can be recorded on forms like the one in 
figure 8. 

When your agency establishes follow-through 
services it is committing to continued involve- 
ment with clients after they leave the agency's 
program. The implications of this commitment 
should be considered carefully. Continuing to 
serve former clients at the same time you are 
serving current clients results in greater person- 
nel costs to your program. Your agency adminis- 
trators must support the services if they are to be 
a success. 
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Discussing Follow-through Services 



Discuss follow-through services with clients prior to 
their leaving the program, select option(s) that will 
Competency 7 best meet the clients' and program's needs and 

obtain a commitment from the client to cooperate in 
follow-through efforts. 



Effective follow-through activities begin while the 
client is still in the program. Obviously, the clients 
should understand the services that will be avail- 
able to them after leaving the program. In addi- 
tion to knowing that they will be able to contact 
the program personnel again if they desire, clients 
should also recognize the importance of follow- 
through activities to the improvement of the 
career guidance program. If clients understand 
that such services (1) assist both client and 
employers and (2) provide information that can 
help meet needs that improve job performance, 
they may be more willing to participate. 

Information about future follow-through activi- 
ties can be verbally communicated to clients dur- 



ing counseling sessions. A pamphlet describing 
the services which could be given to both clients 
and employers would be highly desirable and 
would be one additional strategy to ensure an 
understanding of the rationale for and scope of 
the services. 

It is not unusual for school or agency counselors 
to be so busy with current clients that they may 
have little time for follow-through activities. 
Promise only the services you intend to deliver. 
Clients who return to find you too busy to help 
will be "turned-off" quickly. 



Recording and Evaluating Follow-through Data 



Record information collected during follow-through 
efforts and evaluate those efforts in terms of their 
Competency o e ff ect 0 n client's progress and benefits to the 

organization 



Since the aata gathered in your follow-through 
efforts can be used as a part of the total program 
evaluation, it shuld be carefully recorded and 
analyzed. The information obtained provides 
important feedback about the effectiveness not 
only of the follow-through services but also about 
other services offered by your career guidance 
program 

It is not unusual for some follow-through data to 
be collected Informally. An informal contact is 
one in which a former client or employer calls 
with qi. ?stionsorcommerusoryou meet a former 
clipnt or employer in an unplanned manner Many 



times these informal contacts provide agreat deal 
of information that should be recorded. Three by 
five index cards are ideal for recording thesecon- 
tacts. Of course, a periodic tallying and analysis 
of this data is needed also. 

If your ptogram offers extensive follow-through 
services, it would be wise to develop evaluation 
forms that could be completed by clients or 
employers after they have utilized your services. 
In this manner, you could continually monitor the 
quality and desirability of the services being 
offered 
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It is important to remember that follow-up studies 
being conducted by your program collect infor- 
mation about the follow-through services also 

Follow-up studies should be carefully scrutinized 
for this information. 

The total program evaluation should include an 
evaluation of follow-through services. The cost of 
such services, in terms of personnel, can bequite 
expensive. Evaluating their impact can 
determine if they are cost-efficient. 



Using the case study approach for recording data 
in follow-through situations is appropriate. The 
case study method consists of making careful, 
detailed descriptions of phenomena in individual 
cases. This approach is important for the investi- 
gator who wants to put emphasis on one person 
rather than large numbers. Hartz and Kosmo 
(1977, pp. 203-204) use the following modified 
case study of Jim to illustrate an example of 
follow-through. 



JIM 

Jim was a young man who while in high school had dona wall* 
very strict and Jim was not allowed to do many of tha^th^Ma 
not allowad out after 8:00 on school nigti and 1^P^^ 
taking part in many of the norma) aftmr school 

Despite his counselor's efforts to get his parents to "loosen-up 
Jim's senior year. Jim's parents were Wy tmSmm 
Consequently in Jim's terms "they blew a gaskeT when he i 
weeks period inchamiatry. ltwasthtbnly H B%r|^a^ur 
parents had completed MghschooJ and *n#y were determined 
college but to the best college. Thay 
study to be an engineer. Consequently Jjm applied for and 
engineering schools in the country., 

On the first year follow-up Jim reported that he had do^ivS^ 
wrote If I go back I'll be on final probation. ^i£tf 
studying anymore. There's more to life than just bOok^lS 
strained around home this summer. I'm Working and CKrinoo, 

doing all the thinga I'd missed out on before and I guSl I tint 

SSSS L 8 « ure ; r 2 fl0 ? a S k *° ,ch00 ' ASIEB 

guess I m going to have to find a good enough lob tosuDOortm 
surely not help pick up the tab If I don't 0*Uk to 'S^^^m^r^- 




gat mora 
do was to 



Since it was summer Jim's counselor did have time to "follows 
SS^"?. 1 !! h l , E ,ana ' The counselor called Jim and Mked him if * 
chance. At first Jim was somewhat reluctant becauet hethouoftt 
pressure to return to school. However, once assured that atllK^ 
listen to his plans and help In any way ha could, Jim welcomed 

Jim came In and talked things over with the oouheeldr. Or^ cc^v1nc« mi* Jim raellv wented 

and in Jim s terms "needed to get away from school for awWffTthe^^ 

up a good paying Job in a paper mill nearby. He alto encouTeged Jim to a^^ 

about his plans when he wes ready to return to school. Wlth^mTblml^ 

called Jim's parents who readily consented to come in to talk over co^rn. sboui j J? 

Z^^XSS^JS^f What thay had !0,d J,m ' t0 I*** Sm^SSX 
rinanciai help he needed If and when he was ready to return to school. 
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Six months later Jim called and told the counselor that he wanted to .come in ^f"^^ over Plans 
to return to school . He came in and after reviewing a nu mber of factors J im decided on try ng a 
major in industrial arts at a state university nearby with a goal of becoming an industrial arts 
teacher. The counselor encouraged Jim to discuss these plans with his parents. Jim did. 

On another follow-up, five years after his high school graduation ,J inn "reported thathe had just 
signed his first contract to teach at a small school in the northern part of the Jate^He repor ed 
satisfaction with his college experiences. He said he really had a good time, Sometmies > 1 1 think 
I put my social life ahead of my studies, but I still did all right in any course work. My last two 
years my average was about a three point ... but now I'm ready to settle down and go to work. 
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Learning Experience 1 

Relating Follow-up to Program Evaluation 




INDIVIDUAL Develop o memorandum that provides a rationale for a follow- 

ACTIVITY up 8tudy 88 p8rt of th0 totai eva,uation effort> 



Review the reading for Competency 1 on page 9 and then complete the following activity: 

As program evaluator. it is your job to design the evaluation for the career guidance Program. Your 
design includes conducting a follow-up study. Since the program is short of funds the director decided 
to eliminate the follow-up study in your evaluation. You believe he has done so because he does not 
understand how the follow-up study relates to the total program evaluation effort. You should prepare a 
brief memo in an attempt to convince him of the study's importance. 
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INDIVIDUAL 
FEEDBACK 



Compare your ideas against the written comments provided. 



Now that you have completed your memorandum, review it to see if you made some of the following 

• There is no substitute for information about what happens to clientsafter they leave the program. 

• Both ciients and employers are involved in evaluating the program. 

• Follow-up studies can be used to support quality programs. 

• Follow-up studies can be used in program planning and improvement. 



GROUP 
ACTIVITY 



Develop a rationale for Including follow-up 
career guidance program. *c 



activities In a 



Note: The following outline is to be used by the workshop facilitator. 



Facilitator's Outline 



Notes 



A. Introduction 

1 Explain that this activity is designed 
to help participants build a rationale 
for follow-up activities. 

2. Inform participants that this activity 
requires them to role play in small 
groups. 

3. Have participants review the read- 
ing for Competency 1 on page 9. 

B Process 

1 Ask participants to break into groups 
of three members each. 
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Facilitator s Outline 


No* >$ 


2. Assign each group member one of 
the following roles: (a) Program 
Director, (b) Program Evaluator, and 
(c) Advisory Committee Member. 
Ask the member to assume the role 
they have been assigned. 




3. Ask participants to role play the 
situation. The prog-am director 
should be as persuasive as possible. 
The program director explains to 
the advisory committee memDerwny 
it is necessary to include a follow-up 
study in the program evaluation. 
The advisory committee member is 
skeptical. The evaluator supports 
the views of the program director. 


If the program director falters, encourage the 
evaluator to enter the discussion. 


4. Reassemble as a total group and ask 
the advisory committee members to 
evaluate the rationales or arguments 
for follow-up studies given by the 
program directors. 
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Learning Experience 2 

Collecting Follow-up Information 



OVERVIEW 



L'^V ' r 'r 



.NDrVtDUAL " f 

■ndivi^ 

INDIVIDUAL y-j>l^Si|p 

FEEDBACK ';^§RSRfeB8 

• ■ . ■ • • > ■■ • ■ ■ • • . „». -,y t ■ • > ; 'Vw., 



GROUP 

LEARNING 

OBJECTIVE 



GROUP 
ACTIVITY 




DlMut» the ttfvtftfag M imd d 

ofcoU«cttaQf©i|ow-up information, 



Mm 
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As vou re?d Competency 2 on page 10, you will note that severai suggestions for increasing your return 
on mailed fi^CSSii Iwlud^. Bawd on the reading material, design a checklist of pract.cesto 
utilize when preparing mailed questionnaires. 
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Now that you have completed your checklist compare it against the following using a f/f for those that 



are similar. 

1. Used short and uncomplicated instrument. 

2. Placed difficult questions last. 

3. Avoided personal questions when possible 

4. Used colored paper or unique instrument. 

5. Used a personalized cover letter. 

6. Sent publicity about the study. 

7. Timed the mailing to arrive at midweek. 

8. Provided prepaid envelope. 



GROUP 
ACTIVITY 




Note: The following outline is to be used by the workshop facilitator. 



Facilitator s Outline 


Notes 


A. Introduction 




1. Explain that the purpose of this 




activity is to discuss the advantages 




and disadvantages of three methods 




of collecting follow-up information 




(mail questionnaires, personal inter- 




views, and telephone interviews). 




2 Point out that individual perceptions 




of advantages versus disadvantages 




may vary according to the person 




and the setting. 
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Facilitator's Outline 


Notes 


3. Have participants review the read- 
ing for Competency 2 on page 10. 




8. Process 




1. Have participants use the handout 
"Collecting Follow-up Information" 
to list advantages and disadvantages 
of each method. 


You may want to divide the large group into 
smaller ones to facilitate discussion. 


2. Ask participants to select the method 
they believe to be most satisfactory. 




3. Have participants give a rationale 
for their choice. 






Collecting Follow-up Information 



Method: Mail Questionnaire 
Advantages: 

1. 
2. 
3. 

Method: Personal Interview 
Advantages: 

1. 
2. 
3. 

Method: Telephone Interview 
Advantages: 

1. 
2. 
3. 



Disadvantages: 

1. 
2. 
3. 



Disadvantages: 

1. 
2. 
3. 



Disadvantages: 

1. 
2. 
3. 
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Learning Experience 3 

Developing a Plan for Follow-up Studies 



OVERVIEW 




READING ■ 



INDIVI 

AOTIVt 



i 



mm 



GROUP 
LEARNING 
OBJECTIVE 



GROUP 
ACTIVITY 




Km 



- Bwilu«etf^rtvls#pl4nt fofl 



ev«lu*t« tnd rtvlM pl t nt for folkm-up Mtivtti^ fn imill 



o 

ERIC 



41 

46 



INDIVIDUAL ntviooaDii in for t follow-up ttudy. 

ACTIVITY / 



As you read Competency 3 on page 14, you will note that the kinds of information that need to be 
included in a plan are listed. A sample plan is also provided. I n order to achieve all of your objectives in 
the stuf i •/. parts of your plans may need to be developed in some detail. After reviewing the sample in the 
reading, develop a plan for the following goal and objective: 

Goal: To provide effective career counseling services for all clients. 

Objective: To determine the effectiveness of career counseling services for handicapped clients. 



o, 
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Compare your plan with the model. Does your plan contain the following elements? 
Goal(s) and Objective(s) 
Activities and Staffing Responsibilities 
Timeline 
Budget 

PLANNING SHEET 

Goal: To provide effective career counseling services for all clients 

Objective: To determine the effectiveness of the career counseling services for handicapped clients 



Activity 



Person/Group 
Responsible 



Resources and 
Materials Needed 



Cost 



Time Line 



1. Develop criterion 
questions measure 
the objective. 

2. Design question- 
naire items. 

3. Type question- 
naire items. 

4. Pretest question 
naire items if 
necessary. 

5. Revise question 
naire items if 
necessary. 

6. Type final 
draft. 



Coordinator 

Coordinator 

Secretary 

Guidance 
Program 

Coordinator 
Secretary 



Objectives of Personnel 
Center 



Typewriter 



Personnel 



Personnel 



Questionnaire $10.00 
Clients 



Paper 

Typewriter 



$15.00 



March 10 12 

March 15 
March 16 
March 19 

March 20 

March 21 22 
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GROUP 
ACTIVITY 



Evaluate and revise plans for follow-up activltiea In small 
groups. 



Note: The following outline is to be used by the workshop facilitator. 



Facilitator s Outline 


Notes 


rv iriiruuuuii vi i 




1 . Explain that this activity is designed 




♦ n niuo nartirinant^ nfAPtiCfi in 6Vdl** 

|0 UlVC/ Udl UWl pell llw p 1 wwUww ill c»oi 




Uaiing ailU roviolliy lUUVn U)j piano. 




2. Indicate that this activity builds on 




the work accomplished in the Indi- 




wiHn >i Artivitw described above. 




3. Have participants complete the In- 




dividual Activity if they have not 




alraaHw Hnno en 

aireauy uunc oU. 




B. Process 




1 . Ask participants to divide into groups 




of three members each. 




2. Have the small group members 




evaluate the three plans they have 




developed. As a group, they should 




decide which of the three is the best. 




3. After choosing the most appropriate 




plan, have the group revise the plan 




as needed. 




4. Reassemble the large group and 




discuss some of the plans. 
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Learning Experience 4 

Developing Instruments for Collecting Follow-up Data 



OVERVIEW 




READING 




.... , . .^Vi^v 



INDIVIDUAL - : ; ^^^^ 



ACTIVIT* 




FEEDB 



GROW 
LEARNING 
OBJECTIVE 



GROUP 
ACTIVITY 



Mr-- 



■Ml 
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Review the reading for Competency 4 on page 20. You will note that a checklist of do's and don'ts for 
instrument construction is included. Review that checklist and then identify the weaknesses or "don'ts" 
in the following questionnaire items: 

1. How did you get your first job? 

Weakness 

2. What is your current salary? 

Weakness — 

3. What are your hobbies? 

Weakness 



46 

51 



Did you see these weaknesses? 
1 Open-ended question (All of the questions have this flaw.) 

2. Too personal 

3. "Interesting to know" but not necessary for follow-up 




Facilitator's Outline 


Notes 


A. Introduction 




1. Explain that this activity is designed 
to help participants identify and 
corect weaknesses in questionnaire 
items. 




2. Indicate that they will be revising 
questionnaire items. 




3. Have participants review the read- 
ing for Competency 4 on page 21. 




B. Process 




1. Have the participants break into 
groups of two. 




2 Ask them to identify the weaknesses 
in the itoms on the handout "Follow- 
up Questionnaire 4 * and then, as a 
team rewrite each item. 


You may also want to use the items in the 
Individual Activity. 


3 Reassemble as a total group and 
sharethe revised questionnaire items 
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NOTES 
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Handout 

Follow-up Questionnaire 

1. What are your current work duties? 

Revision . 

2. What is your age? 

Revision 
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Learning Experience 5 

Interpreting, Reporting, and Disseminating Follow-up Data 
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INDIVIDUAL 
ACTIVITY 



Develop i chootrilst of po rtos* to whom tho follow-up roport 
will be disseminated. 



In the reading for Competency 5 on page 21 , several groups and individuals were jested as poss ble 
recipients of the report of the follow-up study. Review those suggestions and develop a dissemma on 
cheE of! the follow-up study that win list the individuals ana groups who should receive information 
about the follow-up. 
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Did you include most of these individuals/groups? 

Dissemination Checklist 

Program Personnel 

Program Director 

Program Evaluator 

Placement Coordinator 

Equal Opportunity Officer 

Advisory Committee 

Chairperson 

All Members 

Government Agencies 

- State Department of Education 
U.S. Department of Education 

U S. Department of Labor 

Community Groups 

Local Employers' Association 

- Local Labor Unions 

Parent'Teachers' Organization 
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GROUP 'I Analyze t»urm , 
ACTIVITY I i ttv«ed«oltt|l0nifrdm tht 4tt« mtmtll groups. 



Note: The following outline is to be used by the workshop facilitator. 



Facilitator s Outline 


Notes 


A. Introduction 




1 . Explain that this activity is designed 
to help participants analyze follow- 
up data. 




2 Have participants review the read- 
ing for Competency 5 on page 22. 




B. Process 




1 Ask participantsto divide into groups 
of three members each. 

2. Have the small groups analyze the 
data on the handout "Partial Sum- 
mary Tabulation of a Poiiow-up 
Study" and suggest some conclu- 
sions that might be drawn from the 
data. One member of the group 
should record the conclusions. 


Allow 10 minutes for this part of the activity. 


3. Reassemble as a total group and 
have participants share their tenta- 
tive conclusions. 

4 Encourage participantsto cite sup- 
port for their conclusions. 


You may want to list them on a chalkboard. 


5 Encourage your group to suggest 
some possible recommendations 
based on the tentative conclusions. 
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Handout 



Partial Summary Tabulation of a Follow-up Study 

This 'abulation is from a three month follow-up study of graduates of a one-year adult education 
K r< SU m K m d8ta fS ce88in 9 Twenty-five students graduated. By personally contacting each individual 
by telephone, a 100 percent response was obtained. 



Enrollment: 25 
Questions 

1 . When you left the program, did you seek full-time (30 hours/week) employment? 

Y ©S 

No 

2. If you sought full-time work, did you find it? 
Yes 

No 



Responses 



23 
2 



20 
3 



How closely did your work relate to the training you received? 

Was employed in the work for which I trained 15 

Was employed in a related occupation 9 

Was employed in a completely different occupation 2 

How long did it take to find employment? 

Found job immediately « 4 

No jobs available Q 

Lacked skills for the jobs available 0 

Wanted more training 0 

Found job the first month 0 

How do you rate your training? 

Excellent A 

Good * 

Fair 1 < 

Poor ° 
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Learning Experience 6 

Providing Follow-through Services 



OVERVIEW 




57 
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Review the reading for Competency 6 on page 25 and then complete the following activity. For the 
Sons below! folate which of the three follow-through services would be most appropr.ately 
applied and give a rationale for your selection. 

Situation^ You are interviewing aformerclient at her work site. She expresses that she would nowlike 
more training. Which one of the follow-through services would be appropriate? 



Rationale 



Situation 2- A former client cal Is you on the telephone to discuss the adjustment problems she is having 
on her new job. Which one of the follow-through services would be most appropriate? 



Rationale 



Situation 3 You are interviewing a former client at his work site. He reports that his job is much more 
d fflcuit than he thou?M when he took it. He feels he lacks the skills necessary to adequately 
perform the job and is afraid he will be eventually fired. Which one of the follow-through services 
would be the most appropriate? ~~ 



Rationale 
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Did you choose the following services as the appropriate ones? 

1. Referral services because the client is seeking training information. 

2. Counseling services because the client is having problems adjusting. 

3. Referral services because the client is seeking sources of additional training. 



group 

ACTlVltY 



> r^H vfe. ... . 



Note: The following outline is to be used by the workshop facilitator. 



Facilitator's Outline 



A. Introduction 

1 . Explain that this activity is designed 
to help participants apply follow- 
through strategies. 



Notes 



2. Indicate that this activity requires 
participants to role play in groups of 
two. 

3. Have participants review the read- 
ing for Competency 6 on page 25. 

B Process 

1 Ask the participants to form groups 
of two and decide which of the two 
role play situations on the hando jt 
M Role Play" they will perform, 
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Facilitator s Outline 


Notes 


2. Have each individual in the small 


Allow 10 minutes for tne role piays. 


group choose one of the two roles 




described for the chosen situation. 




3. Reassemble the total group and dis- 




cuss the strategies that each group 




used to resolve the problem 




situations. 
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Handout 

Role Play Situations 

8,tUa ha°v r !n 1 a ^ThV^T X °!?V 0 the t0llow - up coo 'dinator about the difficulty he/she is 

hfm/her ° R n6W j ° b The fo "ow-through coordinator wants to help 

^cZdi^XZZ h o 8 n° in K° rm the f0ll0w " up co ° r <*inator that his/her new employee (the 
th« imn^lo S T ?l ient) l S haV,ng attendanc « Problems. The employer does not want to fire 
the employee but his/her patience is wearing thin. 
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NOTES 
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Learning Experience 7 

Discussing Follow-through Services 




INDIVIDUAL Develop a ore page pamphlet describing follow-through 

ACTIVITY services. 



program (or a hypothetical one). 
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INDIVIDUAL 

FEEDBACK Compart the content of your pamphlet with the temple below, 



Dovis your pamphlet contain this type of information? 

The Heynoldsburg Career Guidance Program wants you to be aware of the services that wil< be 
available after you leave the program. Please use them, they are for you! 

Counseling Services for Clients 

To assist clients in making initial work adjustments. 

To assist clients in dealing with personal problems that might interfere with their jobs. 
Referral Services for Clients 

To direct clients to additional sources of career informa*' jn. 

To d'rect clients to additional sources of career preparation or training. 

To direct clients to additional job placement services for either advancement or relocation. 
Consultation Services for Employers 

To assist employers in arranging for educational opportunities to improve employee skills. 

To help employers to identify existing jobs which might be redesigned to utilize the entry-level 
skills of some clients. 



GROUP 



ACTIVITY 'ty of follow-through services. 



Role play a situation in which you are discussing the availabil- 



Note: The following outline is to be used b/ the workshop facilitator. 



Facilitator s Outline 


Notes 


A Introduction 






1 Explain that this activity is designed 
to assist participants in informing 
clients about follow-through services 
prior to their leaving the propnm 
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FaciUtatcr s Outline 



Notes 



2. Indicate that this activity requires 
participants to role play in groupsof 
two. 

3. Have participants review the read- 
ing for Competency 7 on page 23. 

B. Process 

1. Ask participantstodivideintogroups 

This should take 8 to 10 minutes. 



Encourage the coordinator to be persuasive. 



of two members each. 

2. Have each participant take the role 
of the follow-through coordinator 
ano alternately role play the above 
situation presented in the handoit 
"Role Play Situation." 

3. Movethrough the groupsand choose 
one of the groups to role play the 
situation for the entire group. 



& 
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Handout 

Role Play Situation 

As a follow-through coordinator, it is your responsibility to inform clients about the services you offer 
once they leave or complete the program. You are just completing your last session with a client. You 
want him to cooperate in your follow-through efforts so you say . . . 
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Learning Experience 8 

Recording and Evaluating Follow-through Data 



OVERVIEW 



COMPETENCY 



READING 



INDIVIDUAL 

LEARNING 

OBJECTIVE 



INDIVIDUAL 
ACTIVITY 



INDIVIDUAL 
FEEDBACK 



GROUP 

LEARNING 

OBJECTIVE 



GROUP 
ACTIVITY 



Record information collected dui 
and evaluate those effotelnierm* 
progress end benefits to the 



Read Competency t on**M§?4 :l„ 



Record foliow-ttirouiti data 
tact with an employ* or former 



Oevelop a list of critical InlWrmatiolif 
client during a meeting. 



Compare your list with Heme 



Evaluate follow-through effort* iff 
client's progress and benefits to thev: 




Develop ouestionnaire items designed tbSMM^io^^t 
tivaness of follow-through services. . ^ i; U : " - : C«* 
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INDIVIDUAL QovffoP • tlit of WltlWllntprmttlon to ioltcit; from • former 

ACTIVITY ' client during tme^m* y ' .; ::, v 




Review the leading for Competency 8 on page 28. You will note that follow-through information is 
sometimes collected during informal contacts with former clients or employers. Make a list of the kind 
of information you would like to solicit if you meet a former client in an informal situation. 
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Client s Name . 

Client s Phone 

Client s Address 
Employer's Name 



Employer s Address 

Reason for Contact 



Action Taken or Recommended 




Note: The following outline is to be used by the workshop facilitator. 



Facilitator s Outline 


Notes 




A. Introduction 






1 Explain that this activity is designed 
to assist participants in evaluating 
follow-through efforts. 






2 Indicate that this activity requires 
participantsto engage in brainstorm- 
ing techniques. 
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3 Have participants review the read 
ing for Competency 6 on page 25. 



B. Process 

1. Have the group assume that their 
career guidance program has been 
offering the follow-through services 
described in the reading for Com- 
petency 6 on page 25. 

• Counseling 

• Referral 

• Consultation 

2. Have the group brainstorm possible 
questionnaire items that could be 
used to evaluate follow-through 
efforts. 




Use the methods for developing questionnaire 
items that was explained in Competency 4 on 
page 20. 



EVALUATION 



PARTICIPANT SELF-ASSESSMENT QUESTIONNAIRE 



t Name (Optional) 
2 Position Title 

Agency Setting (Circle the appropriate number) 



6 Elementary School 

7 Secondary School 

8 Postsecondary School 

9 College/University 



10 JTPA 

11 Veterans 

12 Church 

13 Corrections 



14 

15 

16 

17. 



3 Date 
4 Module Number 



Youth Services. 
Business/Industry 
Management 
Business/Industry Labor 
Parent Group 



18. Municipal Office 

19. Service Organization. 

20. State Government. 

21. Other. 



Workshop Topics 



1 Presenting a persuasive argument for 
including follow-up activities. 

2. Discussing the advantages and disadvan- 
tages of methods used for collecting 
follow-up information. 

3. Evaluating and revising plans for follow- 
up data. 

4. Discussing questionnaire items and revis- 
ing them. 

5. Analyzing and summarizing follow-up data 
received from program leavers. 

6 Demonstrating knowledge of follow 
through services by applying approximate 
strategies to various situations. 

7. Discussing follow-through services with 
a client prior to leaving the program. 

8. Developing questionnaire itemsdesigned 
to measure the effectiveness of follow- 
through services. 



PREWORKSHOPNEEDFORTRAIN- POSTWORKSHOP MAST-RY OF 

ING Degree of Need (circle one for TOPICS Degree of Mastery (circle 

each workshop topic). one f or ea ch workshop topic) 

/ / // / *V / / / 

» P Q° » A* *° «» 0 O 0 ri* 



0 12 3 4 



0 12 3 4 



0 12 3 4 



0 12 3 4 



0 12 3 4 



0 12 0 4 



0 12 3 4 



0 12 3 4 



0 12 3 4 



0 12 3 4 



0 12 3 4 



0 12 3 4 



0 12 3 4 



0 12 3 4 



0 12 3 4 



0 12 3 4 



Overall Assessment on Topic of Follow-up 
and Follow-through 

Comments: 
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Trainer's Assessment Questionnaire 



Trainer: 



Date: 



Title of Module: 

Training Time to Complete Workshop: 
Participant Characteristics 

Number in Group _ Number of Males 

Distribution by Position 

— Elementary School 

Secondary School 

— Postsecondary School 

College/University 

JTPA 

_ — Veterans 

Church 

Corrections 



— Module Number: 



hrs. 



mm. 



-Number of Females. 



Youth Services 

Business/Industry Management 

Business/Industry Labor 

Pi ent Group 

Municipal Office 

Ser/ice Organization 

State Government 

Other 



PART I 

1. Methods. (Compare to those suggested in Facilitator's Outline) 



2 Matenals. (Compare to those suggested in Facilitator's Outline) 



3 Reaction. (Participant reaction to content and activities) 
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PART II 



WORKSHOP IMPACT-lnstructions: Use Performance Indicators to judge degree of mastery. (Co 
plete responses for all activities. Those that you did not teach would receive 0.) 

Group's Degree of Mastery 

Not Little Some Good Outstanding 

Taught (25% or lew* (26%-SO"/.) (51V75%) (over 75%) 



Note: Circle the number that best reflects your opinion of group mastery. 



Learning Experience 1 






1 4 


Group 


0 1 






Individual 


0 1 


2 


1 4 


Learning Experience 2 






o 4 


Group 


0 1 


2 


o 


Individual 


0 1 


2 


O A 

3 * 


Learning Experience 3 






1 4 


Group 


0 1 


2 


o •» 


Individual 


0 1 


2 


1 4 


Learning Experience 4 






3 4 


Group 


0 1 


o 
c 




Individual 


0 1 


2 


3 4 


Learning Experience 5 








Group 


0 1 


2 


3 *» 


Individual 


0 1 


2 


3 4 


1 oarninn PvnAftAnrA 6 








Group 


0 1 


2 


3 4 


Individual 


0 1 


2 


3 4 


Learning Experience 7 








Group 


0 1 


2 


3 4 


Individual 


0 1 


2 


3 4 


Learning Experience 8 








Group 


0 1 


2 


3 4 


Individual 


0 1 


2 


3 4 


Code: 








Little: With no concern 


fortirneorcircumstancps within tra 


ining setting if its 


pp.>ars that less than 25% of thp learners 


achieved what w 


as intended to be achieved 






Some: Wtlh nn concern 


for time or c ircumstances within th 


p training sptting 


if it appears that less than close to half of 


thr learners achi 


nvprj the learning experience 






Good: With no concern 


fortimeorcircumstances within thp training setting 


if it appears that 50°'o-75% have achieved 


a c » pxppctpd 








Outstanding: If nmro than 


of learners mastered thp contpnt as expected 
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PART III 



ERIC 



acTe^ ord h r t0 9ain an overa.. idea as to mastery impact 
number for th deoVe ?f m^terv^n ^M 1 UQ c° mplete the ,0llowing ta bulation. Transfer the 

Learning Exper"^ 

1 score 1-4) < , 

_ 1 ' 1 - score (1-4) 

2 score 1-4) „ 

„ 1 ' -- 2 - score (1-4) 

3 score (1-4) „ 

. x ' 3 - score (1-4) 

4 score (1-4) , \ ' — 

_ * / 4 = score 1-4 

5 - score 1-4) P 

a ' ' — ~- 5 -score (1-4) 

6 score 1-4) „ — 

K ' 6 = score (1-4) 

7 score (1-4) , 

y ' 7 - score (1-4) 

8 score 1-4) - 



Total 
(add up) 



8 = score (1-4) 

Total 
(add up) 



Total of the GROUP ^earning experience scores and INDIVIDUAL, learning experience scores = 
«ciuai Total Score Compared to Maximum Total* 

•Max.mum total is the number of learning experiences taught times four (4). 
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Performance Indicators 



As you conduct the workshop component of this training rrodule. the facilitator's outline will suggest 
udjv.dual or group activities which require written or oral responses. The following list of performance 
indicators will assist you in assessing the quality of the participants' work: 

Module Title Facilitate Follow-through and Follow-up 
Module Number CG C-1 1 



Group Learning Activity Performance Indicators to Be Used for Learner Assessment 



Group Activity Number 1: 1. Are tne arguments presented for conducting a follow-up 

Develop a rationale for including activity sound and convincing? 
follow-up activities in a career 
guidance program. 



Group Activity Number 2: 

Ciscuss the advantages of three 
methods for collecting follow-up 
informat.on 



1. Did the group appear to reach cci ensus on the most 
satisfactory method for collecting follow-up information? 

2. Were individuals able to give a reasonable rationale as to 
why they perceived a specific method to be advantageous 
or not? 



Group Activity Number 3: 1. Are participants providing substantive and constructive 

Evaluate and revise plans for criticisms to one another. 

2. Is there an overall improvement of follow-up plans after the 
group discussion? 



follow-up activities. 



Grcup Activity Number 4: 

Discuss weaknesses in question- 
naire items. 



1. Are participants attentive to potential problems such as 
open-ended questions, and "nice to know" questions? 

2. Do questionnaire items show any improvement once they 
are revised? 



Group Activity Number 5. 

Analyze a partial summary of 
•ollow-up information. 



Group Activity Number 6: 

Apply knowledge of follow- 
through services and strategies. 



1 Are participants cognizant that a specific response can 
have numerous interpretations? 

2 Can participants suggest program improvement activities 
that would compensate for "negative" responses? 



1 Did participants generate a number of sound resolutions to 
dea 1 with the problem in each situation? 

2. Are participants knowledgeable abr ut the types of services 
that can be used in follow-through for students? e.g. refer- 
ral, counseling, consultation, etc. 
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Group Learning Activity 



Performance Indicators to Be Used for Learner Assessment 



Group Activity Number 7* 

Discuss the availability of follow- 
through services to clients 



Group Activity Number 8: 

Develop questionnaire items 
designed to measure the effec- 
tiveness of follow-through 

sorvices 



Are participants effective and convincing in encouraging 
"the student" to participate in follow-through activities? 

Are participants able to generate at least three different 
reasons for participating in follow-through services othor 
than those cited in the module? 



A'e the participants generating questionnaire items that are 
clear and ambiguous? 

Are participants generating questions that relate to the 
areas of counseling, referral, and consultation? 
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Albright. Len. and Fabac. John. Conducting Stu- 
dent Follow-up. Instructor s Guide B. Urbana. IL: 
Bureau of Educational Research. Illinois Univer- 
sity. 1978 

Part of a resource package designed to assist 
local education agency personnel in improving 
quality of instruction and supportive sendees to 
special needs students enrolled in vocational 
education programs, the eighth of nine instructor 
guides presents procedures for conducting a 
follow-up of students who have completed the 
vocataional program and who are engaged >n 
work and/or continued training. It is explained 
that information collected from learner follow-up 
should provide the instructor with a reading on 
the student's level of work adjustment and point 
out areas within the instructional program which 
may need to be strengthened. Example docu- 
ments included 

Conduct a Student Follow-up Study. Module A- 
10 of Category A. Program Planning. Develop- 
ment, and Evaluation of the Professional Teacher 



Education Module Series. Columbus. OH- The 
Center for Vocational Education. Published and 
distributed by the American Association for 
Vocational Instructional Materials (AAVIM) 
Athens. GA. 1978. 

This module is designed to acquaint vocational 
education teachers with follow-up procedures 
and to provide them with the skills required to 
plan and conduct a student follow-up study. Four 
learning experiences direct the module user to 
(1) demonstrate knowledge of the steps and 
procedures involved in planning and conducting 
a follow-up study; (2) develop or adapt a question- 
naire which could be used to obtain information 
from former students; (3) summarize, interpret, 
and report given data; and (4) conduct a student 
follow-up study in an actual school situation 
Users performance should be assessp . 
resource person. 

Franchak. Stephen J . and Spirer. Janet E. Eval- 
uation Handbook: Guidelines and Practices for 
Follow-up Studies of Former Vocational Educa- 
tion Students. Volume 1. Columous. OH: The 
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National Center for Research in Vocational Edu- 
cation. The Ohio State University. 1978. 

This handbook is addressed primarily to state 
and local education agencies to assist them in 
designing, adapting, and conducting more effi- 
cient ard effective follow-up studies. It outlines 
specific procedures and mechanics for conduct- 
ing the studies, procedures for data analysis and 
reporting, and use of the data and studies in plan- 
ning and improving programs and services. Use- 
ful appendices contain samples of forms needed 
in follow-up study 

Job Placement and Follow-up Manual. Atlanta. 
GA Office of Adult and Vocational Education. 
Georgia State Department of Education. 19/7. 

This operational guide for job placement special- 
ists and others charged with establishing and 
operating placement and follow-up programs in 
state and area vocational-technical schools and 
|Oint college progi ami is presented in eleven sec- 
tions (103) A centralized, specialized program is 
proposed to meet state board of education re- 
quirements to assess student's interests, neods. 
and skills, to place students, and to follow-up 
student progress, salary, job/trainino relation- 
ship, weaknesses, and suggestions; i4) twelve 
placement and follow-up objectives are suggested; 
(5) it is advised that the specialist send only quali- 
fied applicants to interview; (6) responsibilities 
are suggested for each staff position; (7) opera- 
tional guidelines for student services, location, 
hours, and clerical staff are provided; (8) job 
interview skills, involving application, resume, 
and interviewing techniques are outlined; (9) the 
|Ob bank system and agencies helpful in locating 
lobs are discussed; (1) the advisory committee 
make-up and duties are detailed: and (11) the 
TECHDAYS program (a coordinated state depart- 
ment of education and area school staff effort to 
bring in employers to interview) and a TECH- 
DAYS component called Operation RIPE (recruit- 
ing and interviewing prospective employees) are 
described The appendix contains ten sample 
documents related to TECHDAYS' communica- 
tions with prospective employers, agenda and 
schedule, and evaluation procedure". 



Johnson, Marion T.; Ho Clair; Shellberg, Ken. 
and Gomez. Jose M Perez. Bridges to Employ- 
ment, Book Two. Columbus. OH: The National 
Center fcr Research in Vocational Education, 
The Ohio State University, 1980. 

This manual describes practices for job devel- 
opment, placement, and follow-through of un- 
employed youth for vocational education and 
manp iwer training. It is addressed to community 
servic ) representatives such as CETA prime 
sponsors and the personnel of manpower agen- 
cies and state employment service offices as well 
as to educational administrators, teachers, and 
counselors. It lists current legislation relative to 
the activities described and offers social, politi- 
cal, legal, and economic recommendations. An 
annotated bibliography i? provided. 

White, Thomas R. Adult Vocational Education 
Follow-Through. A System for Participant Feed- 
back for Decision Makers. Final Report. Bloom- 
ington. IN: Vocational Education Information Ser- 
vices. Indiana University Library. 1978. 

This report outlines the operation of a state funded 
follow-through project. The objectives of this pro- 
ject were (1) to develop participant feedback 
materials that can be used by local adult voca- 
tional education (AVE) administrators for pro- 
gram planning, inrif 'ementation, and evaluation 
and (2) to determine why participants enroll in 
AVE programs. A follow-up survey which con- 
tained key items from the follow-through system 
surveys was developed. This instrument was field 
tested on former AVE participants in four Indiana 
school systems to determine its feasibility for 
conducting a state-wide base line survey of adult 
vocational education. The pilot study indicated 
that most adults do not enroll in AVE programs to 
learn basic skills and knowledge in order to 
secure a job, to change jobs either in relation to 
immediate or future employment, to prepare for 
entry into advanced training programs, to explore 
careers, or to pursue a leisure interest. 
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ft 1232g. Family educational and privacy rights 

<«) Conditions for availability of funds to educational 
agencies or institutions; inspection and review of 
educfttion records; specific Information to be 
mftde available; procedure for access to education 
records; reasonableness of time for such access; 
hearings; written eiplanations by parents; deflnl* 
Hons 

(DtA) No funds shall be made available under 
any applicable program to any educational 
agency or institution which has a policy of den- 
ying, or which effectively prevents, the parents 
of students who are or have been in attendance 
at a school of such agency or at such institu- 
tion, as the case may be, the right to Inspect 
and review the education records of their chil- 
dren* If any material or document in the educa- 
tion record of a student includes information 
on more than one student, the parents of one 
of such students shall have the right to inspect 
and review only such part of such materiul or 
document as relates to such student or to be in- 
formed of the specific information contained in 
such part of such material. Each educational 
agency or institution shall establish appropri- 
ate procedures for the granting of a request by 
parents for access to the education records of 
their children within a reasonable period of 
time, but In no case more than forty-ftv* days 
after the request has been made. 

(B) The first sentence of subparagraph (A) 
shall not operate to make available to student 
In Institutions of postsecondary education the 
following materials: m ^ 

(1) financial records of the parents of the 
student or any information contained therein; 

(II) confidential letters and statements of 
recommendation, which were placed in the 
education records prior to January 1, 1978, if 
such letters or statements are not used for 
purposes other than those for which they 
were specifically Intended; 

(III) If the student has signed a waiver of 
the student's right of access under this sub- 
section In accordance with subparagraph <C), 
confidential recommendations— 

(I) respecting admission to any education- 
al agency or institution, 

(II) respecting tin application for employ- 
ment, and 

(III) respecting the receipt of an honor or 
honorary recognition. 

(C) A student or a person applying for admis- 
sion may waive his right of access to confiden- 
tial statements described in clause (ill) of sub- 
paragraph (B), except that such waiver shall 
apply to recommendations only if (1) the stu- 
dent Is, upon request, notified of the names of 
all person* making confidential recommenda- 
tions and h recommendations are used 
solely foi ^ ^ose for which they were spe- 
cifically Intended. Such waivers may not be re- 
quired as a condition for admission to, receipt 
of financial aid from, or receipt of any other 
services or benefits from such agency or institu- 
tion. 

(2) No funds shall be made available under 
any applicable program to any educational 
agency or institution unless the parents of stu- 
dents who are or have been in attendance at a 
school of such agency or at such institution are 



provided an opportunity for a hearing by such 
agency or institution, in accordance with regu- 
lations of the Secretary, to challenge the on- 
tent of such student's education record* in 
order to insure that the records are not inaccu- 
rate, misleading, or otherwise in violation of 
the privacy or other right* of students, and tr. 
provide an opportunity for the correction or de- 
letion of any t>ach inaccurate, misleading or 
otherwise inappropriate data contained therein 
and to insert into such records a written expla- 
nation of the parents respecting the content of 
such records. 

(3) For the purposes of this section the term 
"educational agency or ir^titutlon" means any 
public or private agency or institution which is 
the recipient of funds under any apr ucabie pro- 
gram. 

(4XA) For the purposes of this section, the 
term "education records" means, except as may 
be provided otherwise in subparagraph (B), 
those records, files, documents, and other mate- 
rials which— 

(i) contain information directly related to a 
student; and 

(ii) are maintained by an educational 
agency or institution or by a person acting for 
such agency or institution. 

(B) The ten a "education records" does not in- 
clude— 

(I) records of instructional, supervisory, and 
administrative personnel and educational per- 
sonnel ancillary thereto which are in the sole 
possession of the maker thereof and which 
are not accessible or revealed to any other 
person except a substitute; 

(II) If the personnel of a law enforcement 
unit do not have access to education records 
under subsection (b)(1) of this section, the re- 
cords and documents of such law erforcement 
unit which (I) are kept apart from records de- 
scribed In subparagraph (A), (II) are main- 
tained solely for law enforcement purposes, 
and (III) are not made available to persons 
other than law enforcement officials of the 
same jurisdiction; 

(III) in the case of persons who are em- 
ployed by an educational agency or institu- 
tion but who are not in attendance at such 
agency or Institution, records made and main- 
tained in the normal course of business which 
relate exclusively to such person in that per- 
son's capacity as an employee and are nin 
available for use for any other purpose; or 

(iv) records on a student, who is eighteen 
years of age or older, or is attending an 'ustt- 
tution of postsecondary education, which are 
made or maintained by a physician, psychia- 
trist, psycholof'st, or other recognized profes- 
sional or paraprofessional acting in his pro- 
fessional or paraprofessional capacity, or as- 
sisting in that capacity, and which are made, 
maintained, or used only in connection with 
the provision of treatment to the student, 
and are not r.vailable to anyone other than 
persons providing such treatment, except 
that such records can be personally reviewed 
by a physician or other appropriate profes- 
sional of the student's choice. 

(B)(A) For the purposes of this section the 
term "directory information" rela ing to a stu- 
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dent Includes the following: the student's name, 

JJS? 88, { ete 8 h 2 w Ustln «' date and place of 
Wrth, major field of study, participation in offl- 
2X*! c * n , teed activities and sports, weight 
and height of members of athletic teams, dates 
of attendance, degrees and awards received, and 
tne most recent previous educational agency or 
Institution attended by the student 

mi?L™K^ U J ? t L 0 i nal **? ncy op Institution 
SI^T* pu . bl,c directory information shall give 
il 0t i!f °1 goriea of information 

2S ^ rinif»« de8,8 Z}* < f < l M such informat'on 
with respect to each student attending the m- 

U m^SZ iaw ! c * and » hft11 allow a reasonable 
&f ft?/ tlm * e ^ r 8Ucn notlce has been given 
for a parent to Inform the Institution or agency 

^ulfSf of , ""information designated 

rtoTcownt* wltt " ttt 1116 parent ' 8 

«.5?, ) H2?» r .. t f e P u JT )08e8 of this section, the term 
student" Includes any person with respect to 
whom an educational agency or institution 
maintains education records or personally iden- 
tifiable Information, but does not include a 
person who has not been In attendance at such 
agency or Institution. 

(b) Release of education records; parental consent re- 
quirement; exceptional compliance with Judicial 
orders and subpoenas; audit and evaluation of 
Federally-supported education programs; record- 

Kttptltf 

(1) No funds shall be made available under 
any apollcable program to any educational 
agency or Institution which has a policy or 
practice of permit ting the release of education 
records (or personally identifiable information 
contained therein other than directory infor- 
mation, as defined in paragraph (8) of subsec- 
Won (a) of this section) of students without the 
written consent of their parents to any Individ- 

u ..' a? ency - or organization, other than to the 
following — 

^jL 0 ^ 6 ^ 8004 ? 01 0 "iciaJs. Including teach- 
ers within the educational institution or local 
educational agency, who have been deter- 
mined by such agency or Institution to have 
legitimate educational Interest; 

(B) officials of other schools or school sys- 
terns in which the student seeks or intends to 
enroll, upon condition that the student's par- 
ents be notified of the transfer, receive a copy 
of the record If desired, and hdve an opportu- 
nity for a hearing to challenge the content of 
the record; 

(C) authorized representatives of (l) the 
Comptroller Oeneral of the United States, (10 
the Secretary, (111) an administrative head of 
an education agency (as defined in section 

Hnn. 6 !" 316 !*?'^ 18 t,tle) ' 0P <*> State educa- 
tional authorities under the conditions set 
forth in paragraph (3) of this subsection; 

(D) In connection with a student's appllca- 
tion for, or receipt of, financial aid; 

(E) State and local officials or authorities to 
whom such information is specific ^i'" re- 
quired to be reported or disclosed pursunt to 
?JK? 8tatut€ adopted prior to November 19, 

(F) organizations conducting studies for, or 
on behalf of, educational agencies or institu- 
tions for the purpose of developing, validat- 
ing, or administering predictive tests, admin- 
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ister ig student aid programs, and improving 
lnst».«ctlon, if such studies are conducted in 

f uch * B ; 1 ma ^ mer M not Permit the personal 
identification of students and their parents 
oy persons other than representatives of such 
organizations and such Information will be 
destroyed when no longer needed for the pur- 
pose for which it Is conducted: 

(G) accrediting organizations In order to 
cany out their accrediting functions; 

(H) parents of a dependent student of such 
parents, as defined In section 152 of title 26; 
and 

(I) subject to regulations of the Secretary 
J^ff""^" 0 " ™}th an emergency, appropriate 
persons If the knowledge of such Information 
to necessary to protect the health or safety of 
the student or other persons. 

mJKSft flause <E) of this paragraph shall 
prevent a State from further limiting the 
number or type >f State or local officials who 
will continue to have access thereunder. 
JS No funds shall be made available under 
any applicable program to any educational 
agency or institution which has a policy or 
practice of releasing, or providing access to, any 
personally identifiable Information In educa- 
tlon records other than directory Information 

penn J tted "Oder paragraph (1) of this 
subsection unless— 

(A) there Is written consent from the stu- 
dent s parents specifying records to be re- 
leased, the reasons for such release, and to 
whom, and with a copy of the records to be 
released to the student's parents and the stu- 
dent If desired by the parents, or 

(B) such information is furnished In compli- 
ance with Judicial order, or pursuant to any 
lawfully issued subpoena, upon condition that 
parents and the students are notified of all 
such orders or subpoenas In advance of the 
compliance therewith by the educational In- 
stitution or agency. 

(3) Nothing contained In inls section shall 
preclude authorized representatives of (A) the 
Comptroller Oeneral of the tnlted States, (B) 
the Secretary. (C) an administrative head of an 
education agency or (D) State educational au- 
thorities from having access to student or other 
records which may be necessary in connection 
with the audit and evaluation of Federally-sup- 
^"tocation program, or In connection 
with the enforcement of the Federal legal re- 
quirements which relate to such programs: Pro- 
rrr 7£ a t except when collection of personal- 
ly Identifiable Information is specifically autho- 
rized by Federal law. any data collected by such 
officials shall be protected In a manner which 
will not permit the personal identification of 
students and their parents by other than those 
officials, and such personally Identifiable data 
shah be destroyed when no longer needed for 
such audit, evaluation, and enforcement of Fed- 
eral legal requirements. 

(4)(A) Each educational agency or institution 
shall maintain a record, *tept with the educa- 

luV^lT of each fltude nt. which will indicate 
all individuals (other than those specified in 
paragraph (1)(A) of this subsection), agencies, 
or organizations which have requested or ob- 
tained access to a student's education records 
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maintained by such educational agency or Insti- 
tution, and which will Indicate specifically the 
legitimate Interest that each auch person, 
agency, or organization has In obtaining this in- 
formation. Such record of access shall be avail- 
able only to parents, to the school official and 
his assistants who are responsible for the custo- 
dy of such records, and to persons or organiza- 
tions authorized In, and under the conditions 
of, clauses (A) and (C) of paragraph (1) as a 
means of auditing the operation of the system. 

(B) With respect to this subsection, personal 
Information shall only be transferred to a third 
party on the condition that such party will not 
permit any other party to have access to such 
Information without the written consent of the 
parents of the student. 

it) Surveys or data-gathering activities; regulations 

The Secretary shall adopt appropriate regula- 
tions to protect the rights of privacy of stu- 
dents and their families In connection with any 
surveys or data-gathering activities conducted, 
assisted, or authorized by the Secretary or an 
administrative head of an education agency. 
Regulations established under this subsection 
shall Include provisions controlling the use, dis- 
semination, and protection of such data, No 
survey or data-gathering activities shall be con- 
ducted by the Secretary, or an administrative 
head of an education agency under an applica- 
ble program, unless such activities are autho- 
rized by law. 

(d) Students* rather than parents' permission or con- 
sent 

For the purposes of this section, whenever a 
student has attained eighteen years of age, or is 
attending an Institution or postsecondary edu- 
cation the permission or consent required of 
and the rights accorded to the parents of the 
student shall thereafter only be required of and 
* * :orded to the student. 

(e) Informing parents or students of rights under this 
section 

No funds shall be made available under any 
applicable program to any educational agency 
or Institution unless such agency or Institution 
Informs the parents of students, or the stu- 
dents, if they are eighteen years of age or older, 
or are attending an Institution of postsecondary 
education, of the rights accorded them by this 
section. 

(f) Enforcement; termination of assistance 
The Secretary, or an administrative head of 

an education agency, shall take appropriate ac- 
tions to enforce provisions of this section and to 
deal with violations of this section, according to 
the provisions of this chapter, except that 
action to terminate assistance may be taken 
only If the Secretary finds there has been a 
failure to comply with the provisions of this 
section, and he has determined that compliance 
cannot be secured by voluntary means* 



(g) Office and review board; creation; functions 

The Secretary shall establish or designate an 
office and review board within the Department 
of Health, Education, and Welfare tor the pur- 
pose of Investigating, processing, reviewing, and 
adjudicating violations of the provisions of this 
section and complaints which may be filed con- 
cerning alleged violations of this section. 



Except for the conduct of hearings, none of the 
functions of the Secretary under this section 
shall be carried out in any of the regional of- 
fices of such Department. 
(Pub. L, 90-247, title IV, « 438, as added Pub. U 
93-380, title V. 5 613(a). Aug. 21, 1974, 88 Stat. 
871, and amended Pub. L* 93-568, fi 2(a). Dec. 31, 
1974, 88 Stat 1858.) 

Amendments 

1974-Subsec. (aXl). Pub. L. M-56S, |KaXlXA> to 
(C), (2XA) to (C), (3), designated existing par. Cl)i m 
subpar. (A), and In subpar. (A) as so dwignated, subst - 
tuted reference to educational agencies and Institu- 
tions for reference to state or local educational agen- 
cies. Institutions of higher education, immunity col- 
leges, schools, agencies offering preschool programs, 
and other educational Instituttons, substituted the ge- 
nerlc term education records for the enumeration of 
such records, and extended the right to Inspect and 
review such records to parents of children who have 
been In attendance, and added subpart. <B)and(C). 

Subaec (aX2). Plib. I* 93-568, |2(aX4), substituted 
provisions a ting the avaUabUlty of funds to educa- 
tional agencies and Institutions conditional on the 
granting of an opportunity for a hearing to parents of 
students who are or have been In attendance at such 
Institution or agency tc challenge the contents or the 
student's education recoris for provisions granting the 
parents an opportunity for such hearing, and added 
provisions authorising Insertion Into the records a 
written explanation of the parents respecting the con- 

te sih!£ C ( l am r pib. L. 93-568, |2(aXlXO) added 

M bS^?»X4). <8). Pub. L. 93-868, 1 2UX2XF) added 

M |S££?iii? Pub! L. 93-868, »2<aX8) added suteec. 

( *sJteec. (bXl). Pub. L. 93-868, |2(aXlXD), (2XD), 
(6). (8MA) to (C), (10XA), In provisions preceding 
subpar. (A), substituted "educational agency or insti- 
tution which has a policy of Permitting : the release of 
education records (or personally identifiable informa- 
tion contained therein other than directory Informa- 
tion, as defined in paragraph (8) of subsection (a) of 
this section)" for "state or local educational agency, 
any institution of higher education, any community 
college, any school, agency offering a preschool pro- 
gram, or any other educational Institution which has a 
policy or practice of permitting the release of person- 
ally Identifiable records or files (or personal Informs, 
ton contained therein)", in subpar. (A) aubstltuted 
"educational agency, who have been determined I by 
such agency or institution to hsve" for "educational 
agency who have", In subpar. (B), substituted "the stu- 
dent seeks or Intends to" for "the student intends to , 
In subpar. (C), substituted reference ^ 'section 
408(c)" for reference to "section 409 of this Act 
which for purposes of codification has been translated 
as "section 1331e-3(c) of this title", and added subpars. 

lE Subs5!: (bX3). Pub. L. 93-868, .KaHlXE), (2X1), 
substituted "educations* agency or Institution which 
has a policy or practice of releasing, or providing 
access to, any personally identifiable information in 
education records other than directory formation or 
as Is permitted under paragraph (1) of this subsection 
for "state or local educational agency, any Institution 
of higher education, any community college, any 
school, agency offering a preschool program, or any 
other educational institution which has a policy or 
practice of furnishing, In any form, any personally 
identifiable information contained in personal school 
records, to any persons other than those listed in sub- 
section (b)(1) of this suction". 

Bubsec. (b)(3). Pub. L. 93-568, J 2(a)(8)(D), substitut- 
ed "information Is specifically authorized by Tederal 
law. any data collected by such officials shall b« pro- 
tected In a manner which will not pejmlt the pernors! 
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IdentlflcaUon of student* and their parent* by other 
Sff thow offictate, and such personally identifiable 
data shall be destroyed when no longer needed for 
such audit, evaluation, and enforcement of Federal 
L eg, !rf qulremenUM for "<*»ta te «pecifically authorized 
by Federal law, any data collected by such officials 
with respect to individual student* shall not Include 
information (Including social security numbers) which 
would permit the personal identification of such stu* 

2!? °ftiil e !r„ pa,rento •«« r the «> obtained has 
been collected . 

J££!?' { S*V' ^ > M ~ 568 ' •«»«•>. substituted 
provisions that each educational agency or institution 
maintain a record, kept with the education records of 
each student, indicating individuals, agencies, or orga- 
nizations who obtained access to the student's record 
and the legitimate interest in obtaining such informa- 
tion, that such record of access shall be available only 
to parents, school officials, and their assistants having 
responsibility for the custody of such records, and as a 
means of auditing the operation of the system, for 

S2^5?f V£ t . wlth 10 >u *w««- <cKl). (cK2). 

and <cX3> of this section, all persons, agencies, or orga- 
tUsations desiring access to the records of a student 
shall be required to sign forms to be kept with the re- 
cords of the student, but only for Inspection by the 
Parents or the student, Indicating specifically the le- 
gitimate educational or other Interest of the person 
seeking such information, and that the form shall be 
available to parents and school officials having reapon- 
sibility for record maintenance as a means of auditing 
the operation of the system. 
Subset, <e>. Pub. L. 93-488, J2<aXlXF>, substituted 
to any educational agency or institution unless such 
agency or institution" for "unless the recipient of such 
funds • 

Sutaec. <g>. Pub. L. W-583, |*<aX7>. UOXB). struck 
out reference to sections 1232c and 1232f of this title 
and added provisions that except for the conduct of 
hearings, none of the functions of the Secretary under 
this section shall be carried out In any of the regional 
offices of such Department. 

EmcTivE Date of 1974 Amqcdkcnt 

Pub. L. 93-568, J 2(b), provided that: "The amend- 
ment* made by subsection (a) [amending this section] 
1974 " cffectivc * **** retroactive to, November 19, 



ElTBCTIV* DATS 

Pub. L. 93-380, 1 513(b)(1), provided that: "The pro- 
visions of this section [classified to this section] shall 
become effective ninety days after the date of enact- 
ment (Aug. 21, 19741 of section 438 of the Oeneral 
Education Provisions Act [this section].** 

Short Tim 

Pub, L. 93-380, (513(b)(2), provided that: "This sec- 
tion [classified to this section and provisions set out as 
a note under this section] may be cited as the 'Family 
Educational Rights and Privacy Act of 1974*.** 

8cctiok Roth* ed to in Other Sections 

A wT h Ai aectton te ref< vfred 10 I* 1 »«ctions 12321, 1417 of 
this title. 

9 1232h. Pupil rights, protection; inspection by par* 
ents or guardians of Instructional material; M re- 
search or experimentation program or project" 
defined 

All Instructional material, Including teacher's 
manuals, films, tapes, or other supplementary 
instructional material which will be used in 
connection with any research or experimenta- 
tion program or project shall be available for 
Inspection by the jarents or guardians of the 
children engaged ji such program or project. 
For the purpose Oi this section "research or ex- 
perimentation program or project" means any 



program or project in any applicable program 
designed to explore or develop new or unproven 
teaching methods or techniques. 

£ u iL L ' ?^ 247 ' tltle * 439 ' M «»ded Pub. L. 
93-380, title V, 8514(a), Aug. 21. 1974. 88 Stat. 
874.) 

Effective Date 

Pub. L, 93-380, 1 514(b), provided that "The amend- 
ment made by subsection (a) lenactlng this section] 
hS?] 1 * effective upon enactment of this Act CAug. 31. 

9 12321. Limitation! on withholding of Federal assis- 
tance 

(a) Refusal to supply personal data on students or 
families 

Except as provided in section 1232g(b)(lXD) 
of this title, the refusal of a State or local edu- 
cational agency or institution of higher educa- 
tion, community college, school, agency offer- 
ing a preschool program, or other educational 
institution to provide personally identifiable 
data on students or their families, as a part of 
any applicable program, to any Federal office, 
agency, department, or other third party, on 
the grounds that it constitutes a violation of 
the right to privacy and confidentiality of stu- 
dents or their parents, shall not constitute suf- 
ficient grounds for the suspension or termina- 
tion of Federal assistance. Such a refusal shall 
also not constitute sufficient grounds for a 
denial of. a refusal to consider, or a delay in the 
consideration of, funding for such a recipient in 
succeeding fiscal years. In the case of any dis- 
pute arising under this section, reasonable 
notice and opportunity for a hearing shall be 
afforded the applicant. 

(b) Noncompliance with nondiscrimination provi- 
sions of Federal law 

The extension of Federal financial assistance 
to a local educational agency may not be limit- 
ed, deferred, or terminated by the Secretary on 
the ground of noncompliance with title VI of 
the Civil Rights Act of 1964 [42 U.S.C. 2000d et 
seq.J or any other nondiscrimination provision 
of Federal law unless such agency is accorded 
the right of due process of law. which shall in- 
clude— 

(1) at least 30 days prior written notice of 
deferral to the agency, setting forth the par- 
ticular program or programs which the Secre- 
tary finds to be operated In noncompliance 
with a specific provision of Federal law; 

(2) the opportunity for a hearing on the 
record before a duly appointed administrative 
law judge within a 60-day period (unless such 
period is extended by mutual consent of the 
Secretary and such agency) from the com- 
mencement of any deferral: 

(3) the conclusion of such hearing and the 
rendering of a decision on the merits by the 
administrative law judge within a period not 
to exceed 90 days from the commencement of 
such hearing, unless the judge finds by a deci- 
sion that such hearing cannot be concluded 
or such decision cannot be rendered within 
such period, In which case such judge may 
extend such period for not to exceed 60 addi- 
tional days: 

(4) the limitation of any deferral of Federal 
financial assistance which may be imposed by 



9 

ERLC 



87 



92 



f 1681 



TITLE 20— EDUCATION 



Page 1136 



(Pub. L. 92-318. title VIII, §806. June 23, 1972, 
86 8Ut 373.) 

Rhftrxncks m Text 

The CIvU RlihU Act of M84, referred to In text, ts 
Pub. L. 88-352. July 2, 1984, 78 8Ut. 241. Title IV of 
the ClvU Right* Act of 1964 la classified generally to 
subchapter IV (| 2000c et wq.) of chapter 21 of Title 
42. The Public Health and Welfare. For complete clas- 
sification of this Act to the Code, see 8hort Title note 
•et out under section 2000a of Title 42 and Tables 
volume. 

CHAPTER 38— DISCRIMINATION BASED ON 
SEX OR BLINDNESS 



1681* Bex, 

(a) Prohibition against discrimination; ex- 

ceptions. 

(1) Classes of educational institutions 

subject to prohibition. 
<2) Educational Institutions commencing 

planned change in admissions, 
(9) Educational Institutions of religious 

organizations with contrary rell* 

gious tenets. 

(4) Educational institutions training in- 

dividuals for military services or 
merchant marine, 

(5) Public educational Institutions with 

traditional and continuing admis- 
sions policy. 

(6) Social fraternities or sororities; vol- 

untary youth service organizations. 

(7) Boy or Olrl conferences. 

(8) Father-son or mother-daughter ac- 

tivities at educational Institutions. 

(9) Institution of higher education schol- 

arship awards in "beauty" pag- 
eants. 

(b) Preferential or disparate treatment be- 

cause of imbalance in participation or 
receipt of Federal tenef its; statistical 
evidence of imbalance. 

(c) Educational institution defined. 

1682. Federal administrative enforcment; report to 

congressional committees* 
1683* Judicial review. 

1684. Blindness or visual Impairment; prohibition 

against discrimination. 
1686. Authority under other laws unaffected. 
1666. Interpretation with respect to living facilities. 

Chapter Referred to nt Other Sbctcohs 

This chapter is referred to in section 1232 of this 
title; title 29 section 206; title 42 section 1988. 

} 1681. 8ex 

(a) Prohibition against discrimination; exceptions 

No person In the United States shall on the 
basis of sex, be excluded from participation in, 
be denied the benefits of, or be subjected to dis- 
crimination under any education program or 
activity receiving Federal financial assistance, 
except that: 
(1) Classes of educational Institutions subject to 
prohibition 

In regard to admissions to educational insti- 
tutions, this section shall apply only to insti- 
tutions of vocational education, professional 
education, and graduate higher education, 
and to public Institutions of undergraduate 
higher education; 



(2) Educational institutions commencing planned 
change in admissions 
in regard to admissions to educational insti- 
tutions, this section shall not apply (A) for 
one year from June 23, 1972, nor for six years 
after June 23, 1972, in the case of an educa- 
tional institution which has begun the pro- 
cess of changing from being an institution 
which admits only students of one sex to 
being an institution which admits students of 
both sexes, but only if it is carrying out a 
plan for such a change which Is approved by 
the Commissioner of Education or (B) for 
seven years from the date an educational in- 
stitution begins the process of changing from 
being an institution which admits only stu- 
dents of only one sex to being an institution 
which admits students of both sexes, but only 
If it is carrying out a plan for such a change 
which Is approved by the Commissioner of 
Education, whichever is the later, 

(8) Educational institutions of religious organisa- 
tions with contrary religious tenets 
this section shall not apply to an education- 
al institution which Is controlled by a reli- 
gious organization if the application of this 
subsection would not be consistent with the 
religious tenets of such organization; 

(4) Educational institutions training individuals for 
military services or merchant marine 

this section shall not apply to an education- 
al institution whose primary purpose is the 
training of Individuals for the military ser- 
vices of the United States, or the merchant 
marine; 

(5) Public educational institutions with traditional 
and continuing admissions policy 

in regard to admissions this section shall 
not apply to any public institution of under- 
graduate higher education which Is an Insti- 
tution that traditionally and continually from 
its establishment has had a policy of admit- 
ting only students of one sex; 

(6) Social fraternities or sororities; voluntary youth 
service organizations 

this section shall not apply to membership 
practices— 

(A) of a social fraternity or social sorority 
which Is exempt from taxation under sec- 
tion 501(a) of title 26, the active member- 
ship of which consists primarily of students 
In attendance at an Institution of higher 
education, or 

(B) of the Young Men's Christian Associ- 
ation, Young Women's Christian Associ- 
ation, Girl Scouts, Boy Scouts, Camp Fire 
Girls, and voluntary youth service organiza- 
tions which are so exempt, the membership 
of which has traditionally been limited to 
persons of one sex and principally to per- 
sons of less than nineteen years of age; 

(?) Boy or Girl conferences 
this section shall not apply to— 

(A) any program or activity of the Ameri- 
can Legion undertaken In connection with 
the organization or operation of any Boys 
State conference, Boys Nation conference, 
Girls State conference, or Girls Nation con- 
ference; or 
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(B) any program or activity of any second* 
ary school or educational institution specifi- 
city for- 

(i) the promotion of any Boys State con- 
ference, Boys Nation conference, Olrls 
State conference, or Olrls Nation confer* 
ence; or 

(ii) the selection of students to attend 
any such conference: 

(8) Father-son or mother-daughter activities at edu- 
cational institutions 

this section shall not preclude father-son or 
mother-daughter activities at an educational 
institution, but If such activities are provided 
for students of one sex, opportunities for rea- 
sonably comparable activities shall be pro- 
vided for students of the other sex; and 

(9) Institution of higher education scholarship 
awards In "beauty* pageants 

this section shall not apply with respect to 
any scholarship or other financial assistance 
Warded by an Institution of higher education 
to any individual because such Individual has 
received such award in any pageant in which 
the attainment of such award Is based upon a 
combination of factors related to the personal 
appearance, poise, and talent of such Individ- 
ual and in which participation is limited to in- 
dividuals of one sex only, so long as such pag- 
eant is in compliance with other nondiscri- 
mination provisions of Federal law* 

(b) Preferential or disparate treatment because of Im- 
balance In participation or receipt of Federal 
benefits; statistical evidence of imbalance 
Nothing contained in subsection (a) of this 
section shall be interpreted to require any edu- 
cational institution to grant preferential or dis- 
parate treatment to the members of one sex on 
account of an imbalance which may exist with 
respect to the total number or percentage of 
persons of that sex participating in or receiving 
the benefits of any federally supported pro- 
gram or activity, in comparison with the total 
number or percentage of persons of that sex In 
any community, State, section, or other area: 
Provided, That this subsection shall not be con- 
strued to prevent the consideration in any hear- 
ing or proceeding under thte chapter of statisti- 
cal evidence tending to show that such an im- 
balance exists with respect to the participation 
in, or receipt of the benefits of, any such pro- 
gram or acitvity by the members of one sex* 
'c> Educational Institution defined 

For purposes of this chapter an educational 
Institution means any public or private pre- 
school, elementary, or secondary school, or any 
iMtitution of vocational, professional, or higher 
education, except that in the case of an educa- 
tional Institution composed of more than one 
school, college, or department which are admin- 
istratively separate units, such term means 
each such school, college, or department. 

(Pub. L. 92-318, title IX, 9 901, June 23, 1972, 86 
Stat. 373; Pub. L. 93-568, 9 3(a), Dec. 31, 1974, 88 
Stat 1882; Pub. L. 94-482, title IV, 9 412(a), Oct 
12. 1976. 90 Stat 2234.) 

References in Text 
This chapter, referred tj in subsets, (b) and (c). was 
£ t i^ or L g ? I l al " thlB MUe " waning title IX of Pub. L. 
92-318 which enacted this chapter and amended sec- 



tions 203 and 213 of Title 29, Labor, and sections 
2000c, 2000C-6. 2000C-9, and 2000H-3 of Title 42/The 
S 1 *.!, «^ th «d Welfare. For complete classification 
of title IX to the Code, see Tables volume* 

Amendments 

1978-«ubsec. (a). Pub. L. 94-482 in par. <8) substi- 
tuted "this" for "This", and added pars (7) to (91 
1974-Subsec. (a). Pub. L. 93-588 added par. (8). 

Effective Dm or 1978 Amendment 
Pub. L. 94-482, 9412(b), provided that: "The amend- 
ment made by subsection (a) [to this section] shall 
tOrt l?^978p n ° f en * Ctment o' this Act 

Effective Date of 1974 Amendment 
Rib. L. 93-888, 1 3(b), provided that: "The provisions 
of the amendment made by subsection (a) [amending 
JiSrS?? ""^ * e,,ccUve on * " d Proactive to, 

Regulations; Nature of Pahticulaji Sports: 
Interooixeoute Athletic Act ivitie s 

**\k 9S - 880 ' me VUI. 8844, Aug. 21, 1974, 88 
Stat 812, provided that the Secretary prepare and 
publish, not more than 30 days after Aug. 21, 1974, 
proposed regulations implementing the provisions of 
this chapter regarding prohibition of sex discrimina- 
tion to federally assisted programs, including reason- 
able regulations for intercollegiate athletic activities 
considering the nature of the particular sports. 

Section Referred to in Other Sections 
This section is referred to in section 1882 of this 

( 1682* Federal administrative enforcement; report to 
congressional committees 

Bach Federal department and agency which 
is empowered to extend Federal financial assis- 
tance to any education program or activity, by 
way of grant, loan, or contract other than a 
contract of Insurance or guaranty, Is authorized 
*nd directed to effectuate the provisions of sec- 
tion 1681 of this title with respect to such pro- 
gram or activity by Issuing rules, regulations, or 
orders of general applicability which shtill be 
consistent with achievement of the objectives 
of the statute authorizing the financial assis- 
tance in connection with which the action Is 
taken, No such rule, regulation, or order shall 
become effective unless and until approved by 
the President, Compliance with any require- 
ment adopted pursuant to this section may be 
effected (1) by the termination of or refusal to 
grant or to continue assistance under such pro- 
gram or activity to any recipient as to whom 
there has been an express finding on the 
record, after opportunity for hearing, of a fail- 
ure to comply with such requirement, but such 
termination or refusal shall be limited to the 
particular political entity, or part thereof, or 
other recipient as to v/hom such a finding has 
been made, and shall be limited In its effect to 
the particular program, or part thereof, in 
which such noncompliance has been so found, 
or (2) by any other means authorized by law: 
Provided, however, That no such action shall be 
taken until the department or agency con* 
cerned has advised the appropriate person or 
persons of the failure to comply with the re- 
quirement and has determined that compliance 
cannot be secured by voluntary means. In the 
case of any action terminating, or refusing to 
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INITIAL FOLLOW-UP SURVEY OF FORMER VOCATIONAL STUOENTS 



Student and Veeatienat Fragrant Identification 



Yeur foetal Security Number 



It Your Name and Address Correct at Printad Above? 
If not ploase print tha corrected information below; 



Now Name__ 
New Address^ 



DIRECTIONS: 



WHEN ASKED TO "CHECK" A BOX, PLEASE USE AN "X" TYPE MARK 

WHENEVER THE WORDS THIS VOCATIONAL PROGRAM APPEAR. THEY REFER TO 
THE VOCATIONAL PROGRAM PRINTED ON THE IDENTIFICATION LABEL ABOVE. 



I Since you loft this vocational program, did you seek 
fulMima employment? (30 or more hours per week) 
□ Yet □ No 

2. II you did not teek fulMima employment when you 
left this vocational p'ogram, indicate the reason. 
Check only one box 

Eipected to enter another school 
Housewife or about to be married 
Physical or other handicap 
Not interested m a job 
Expected to enter the military service 
| Only wanted to work part time (less than 30 
hours per week)* 
Other (specify) 



3. Did you seek part time employment (less than 30 
hours per week) when you left th,s vocational pro- 
gram' 

□ Y « □ No 



II you sought part time employment, instead of full- 
time employment when you lelt this vocational pro* 
gram, 'indicate the reason. 
Check only one box 

Expected to enter another school 
Housewife or about to be married 
Physical or other handicap 
Not interested m a full. time job 
Expected to enter the military service 
Unable to find a lull-time job 
Other (specify) 



5 How many full-time jobs (30 or more hours per week) 
have you held since you left this vocational program' 
'□ None 

»n * I"" time job 
»r 2 full-time jobs 
<P 3to5fuil.ttmejobs 
*L 6 or more full lime jobs 



NOTI: If your answer to question 5 was NONE, skip to 
question 16 



Source: Guidelines and Practices for Follow-Up Studies of 
Special Popula tion, Volume Z . National r.pnt.pr for 
Research m Vocational Education, 1979. 




BEST COPY AVAILABLE 

91 96 



6. If you got a full'tlmt job whtn you toft this vocational 
program: 

What was your Job? 



Mr Stett Mm Only 



7. How closely did your tint full-time Job (30 or mora 
hours par weak) after leaving this vocational pro* 
gram relate to the training you received? 

Check only one box 

*□ I wat employed in the occupation for which I 
was trained by this vocational program 
I wat employed in a related occupation 
I wat employed in a completely different occu- 
pation 



I. Did this vocational training program adequately pre- 
pare you for your drat full-time job after leaving thit 
training? 
QYet □ No 



What wat your beginning fieurly wage on your Drat 
full-time job since leaving thit vocational program? 
Check only one box 
~| $1.59 or lett per hour 
$1.(0 toll.*) per hour 
$2.00 to $2.49 per hour 
$2.50 to $2.99 per hour 
$3.00 to $3.99 per hour 
$4.00 or more per hour 



10. How did you get your first full-timi job after leaving 
thit vocational training? 
Check appropriate box ur bones below 
I got the job myself 

My family or friends helped me get the job 
The job placement services p ovided by the 
school helped me get the jot 
n The state employment service helped me get 
the job 

Q A private employment agency helped me gat 
the job 

Q Other (specify) - 



11. What is the most you have earned on a f ultimo job 

since leaving this program? 
Chech only one bo» 
* if~] $1 59 or less per hour 
i" $160 to $199 per hour 
>"* $? 00 to $2.49 per hour 
$r 50 to $2 99 per hour 

* — $300 to $3 99 per hour 

• $4 00 or more per hour 



12. If you have held two or more full-time Jobs (30 or more 
hours per week) since you ended this vocational train* 
ing, check one box below, 

* *n I was trained in school for my last job 

> LJ Mv ,a *t ' ob w< * r6,| t*d *° tnit vocational train- 
ing 

*Q My last job was not at all related to this voca- 
tional training 



11 Indicate below the location of your present or most 
recent fulMlme employment. 



V.lli* T«*ft, City 



toSttttUtoOftly 



Suit 



14 If you ere presently working, what Is your Job? 



fm ttt* ut> Only 



15. What wagee are you presently earning? 
Check only one box 
» Q $1*99 or less per hour 
t " $1.60 to $1.99 per hour 
s - $2.00 to $2.49 per hour 
« " $2.50 to $2.99 per hour 
* " $3.00 to $3.99 per hour 
s [j $4.00 or more per hour 

'Q I am unemployed 



16. What is your current employment status? 

Check the appropriate box or boxes below 

□ I am employed 

□ fuUtlme (30 or more hours per 

week) 

□ part*tima (less than 30 hours per 

week) 

□ l am unemployed, 

□ but looking for wort 

□ and net looking for work 

a □ 1 am ,n tn * "tilttanr service 
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t;. As best you know, what typt(s) of job placement son 
* ce(s) were provided by the tchool and the vocation* 
al Prorram in which you were enrolled? 

> □ A school placement service coordinated with 
the State Employment Service 
n Vocational Tocher* helped olace students in 

jobs by ffi«N.i,g referrals 
□ Guidance Counselors helped students find jobs 
r] Other (spr W 

Q School had no placement services 



la After you got your first job (full-time or part-time) fol- 
lowing this vocational training, have you ever again 
used an> of the job placement services provided by 
the school or this vocational program? 
□ Yes Q No 

If yes, check the service(s) you have used since gettink 
your first job 



0 



□ Coordinated service provided by school 
and state employment service 
Vocational teacher assistance 
Guidance counselor assistance 

□ Other (specify) 

19. How many separate vocational courses did you take 
while enrolled in this vocational program? 

, . Courses 



20. Did you enroll in this vocational program with the 
specific purpose in mind of getting skill training in 
order to get a job in this field. 



QYes Q No 



21 Were you satisfied with the vocational training you 
receded in this program? 
QYes Q No 



/: Would you recommend this vocational program to 
others' * 
QYes Q No 

23 S.nce you left th.s vocational program, have you en. 
rotted m any additional education program(s)> 

- Q Yes n N * 

fCONt»*urO Nil) COlUMNt 



21 Continued. 

If yes, check type(s) and purpose(s) below: 
* □ General education program(s) 

To raise my general education level 



8 



'nformal, nonrredit course(s) 



□ Vocational program(s) 

□ To upgrade the vocational sMs pre* 

viousiy learned in this program 
Q To learn a new occupation 

What type(s) of vocational training pro. 
gram(s) did you attend? 

B Private schools) 
Public school(s) 
* uJ Business or Industry 

24. If you did enroll for additional education after leaving 
this vocational program, have you received (or do you 
expect to receive) one or more of the following: 

QYes Q No 

tf yes. check type(s) 

□ A certificate (type). 

□ A diploma (type). 



□ A 2year associate degree (major ) 

Q A 4- year college degree (major) 

□ Other (specify) ^ 



25. Are you now enrolled in j vocational program? 

□ Yes g No 

26. Are you now enrolled m any educational program(s) 
other than vocational? 

□ Yes Q No 

21 Are you interested in gett.ng more vocational train* 
mg? 

QYes Q No. 

28. Are you interested m getting more general education' 
» QYes Q No 

29. If you are interested ir getting more training of any 
kind, indicate the type you are interested in: 
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<0M« 



Your kJttf and rtactiona In reopen** to thaao qmtta* 
would bo appreciated- 



row 



artQ bo heoj£ jftrta^^f oan^dootte4» 



3a what apecffle thlngi about thl» vocational program 
havo you found to bo the moat useful to you In your 
present job? 



32. Based on your experiences, what suggestion dd you 
havo for Improving thia vocational program? 







m 


r«tttitUttOi* 



31 What specific thlnga about thfa vocational program 
hava you found to bo tha loaat uaoful to you In your 
present job? 
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Department of Vocational & 

Technical Education 
University of Minnesota 
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PLEASE LEAVE ALL RED SQUARES BLANK H4) (i?i 

FOLLOW-UP QUESTIONNAIRE ^ MoS ^5 

ALL RESPONSES WHICH YOU GIVE WILL BE KEPT STRICTLY CONFIDENTIAL 



GENERAL DIRECTIONS: Plea* complete ALL action, that apply. When you have completed the form return it in the encloud 

return-addressed, stamped envelope. Your frank response is very important in order that the area voce- 
tional-technical institutes may continue to improve their programs. 



I. PERSONAL INFORMATION 

A w " 8 > . 1261 

A. Name __ 5ss5i —B. S«.S~N.. CXKHQ 



C. Present Address. 



(Street o» Rural Routt) 



(City) 



(Stete) 



Uip code) 



D. Home Phone, 



Urea code) 



.Work Phone. 



(arte code) 



II ADDITIONAL TRAINING 

A. Since attending the area vocational-technical institute, what further educational training have you taken part in? (You may 
check more than one.) 

(27){TJ None (3t)Q] University, college and/or junior college programs 

«28)jT] On-the-job training (employer -sponsored training program) (32) [T] Apprenticeship 

Public area vocational school programs M33I (T) Specialized occupational military training 
I30)|T] Private vocational programs (3 4» (T| Other _ (specify) 

III. EMPLOYMENT INFORMATION - Present status 

A ' u A ni. V L P ;r.tS1' UnemP ' 0Ved ° f Un8Va,,8b,e emP '° Vment? °"' y ° M °' em «" 0 ^ or 

| ) Employed ["J 

I | Unemployed (You are actively looking for a job but cannot find one.) 

□ Unavailable for employment (You cannot accept a job for one of the following reasons. Please check appropr.ate reason.) 
1361 |36l 
LU M "'t«'V [4] Housewife or pregnancy 

\J] Further training or educition [Tj Pro«»nily „ol worl. ing jnd not interested ,n empluvmei t 

S " ,ne " I 6 °*« fwfyl 
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Reprinted from David J. Pucel, The Minnesota Vocational Follow-up System : 
Rationale and Methods (Minneapolis: University of Minnesota, 1973), 
PP. 61-62. By permission from David J. Pucel, University of Minnesota. 
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IV JOB INFORMATION- (IF YQU HAVE NOT BEEN EMPLOYED AT ANY TIME SINCE GRADUATION FHOM THE AREA 

VOCATIONAL-TECHNICAL INSTITUTE, SKIP TO SECTION IX, p. 4,) 



DIRECTIONS: 1. If you were employed at any time since graduating from the area vocational-technical institute, complete the 
following section of the questionnaire. 

2. Please supply the requested information for each of the following jobs held during the time since graduating 
from the area vocational-technical institute. (Include names and addresses.) 



(1) First Job 

(first job after leaving 
vocational school) 
(3/1 (4U 



(42) (44) 



(45) (46) 

□ □ 



(2) Present Job 

(job you are presently 
employed in. If same as 
first job, write SAME.) 
(50) 1541 



(55 




57) 









(58) (59) 

□ □ 



Firm Name. 



Firm Address 



City 



Job Title . 



Job Duties. 



Immediate Supervisor , 



Firm Name. 



Firm Address 



City 



Job Title. 



Job Duties . 



Immediate Supervisor. 



Check one: 
(47) 

fTj Full-time job 
[T\ Part-time job 
Check one: 

[ | Job related to training 

[ | Job not related to training 

Number of months in this job 
since graduation from vocational 
school 

(48i(4<j) 

m 



Check one: 

(Hi)) 

[~1 | Full time job 
J j Part time iob 
Check one: 

| | Job related to training 

f 1 Job not related to training 

Number of months in this job 
since graduation from vocational 
school 

I6U(6?) 

CD 



(6M 



(3) How many jobs, including your first and present job, have you had since leaving the area vocational technical institute' | | 



V. ADVANCEMENT INFORMATION 

A. Have you had a formal advancement in job classification (other than just salary increases) since taking your first job after 
leaving the area vocational technical institute 7 

(64) (64) 

YES [7] NO \j] 

B. NOTE: The following item need not be completed if you prefer not to complete it. Please do not include overtime when 

calculating your monthly salary. (Check the appropriate squares.) 



First Job Monthly Salary Range 
Present Job Monthly Salary Range 
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VI. JOB SATISFACTION SURVEY: (IF YOU ARE NOT PRESENTLY EMPLOYED. SKIP TO SECTION VII.) 



(II I?) 

GlDD 



DIRECTIONS: 



The purpose of this survey is to enable you to express your feelings of satisfaction or dissatisfaction with 
your present job. Please answer all questions by placing an "X" in the appropriate square. 



A. How do you feel about youi present job? 

(9) 

[T] Like it very much [7] Dislike it somewhat 

it somewhat [T] Dislike it very much 

QT) Neither like nor dislike it 

B. Considering the characier istics of your present job, rate the degree to which you are satisfied with each of the following; 

Sat* Not Dissat- 





Sat 


Not 


Dissat* 




isfied 


Sure 


isfied 


1. Salary 


0 


0 


|T| 1101 


2. Fringe benefits 


0 


0 


01.11 


3. Potential for advancement 


m 


0 


0(121 


4, Supervision and management . . . 


0 




[T] (13) 


5. Co workers 


0 


0 


|T] (14) 


6. Company policies and practices . 


0 


0 


Q](15) 



7. Pace (speed) of work 

8. Facilities and equipment 
with which to do the job . . 

9. Working conditions 


isfied 

..0 

..0 
-.0 


Sure 

0 
0 
0 


isfied 

[3] mi 

|T| (181 


10. Variety of work tasks 


• • 0 


0 


EH 


1 1. Job security 


•0 


0 


[J] (20) 


12. Safety conditions 


■ 0 


0 


[3] .21. 



TRAINING PROGRAM QUESTIONNAIRE: (IF YOU ARE PRESENTLY EMPLOYED OR HAVE BEEN EMPLOYED AT ANY 

TIME DURING THE YEAR SINCE GRADUATION FROM THE AREA VOCA 
TIONALTECHNICAL INSTITUTE, COMPLETE THIS SECTION OF THE 
QUESTIONNAIRE.) 



Dl R ECTIONS. Please answer all of the following questions concerning the quality of the curriculum and the quality of the facilities 
. ^d equipment associated with the program from which you graduated. Place an "X" in the appropriate square. 



VII. CURRICULUM 

A. In light of your experience on the job, how do you feel about the training you received in basic job related (performance) 
skills at the area vocational*tecnmcal institute? 

1^1 U'2) 
(J . Excellent \T\ Very good [j] Adequate [4] Inadequate 



B. In light of your experiences on the job, how do you feel about the training you received in job related general technical 
knowledge at the area vocational-technical institute? 

1231 \n\ 
I jj Excellent jT] Very good ["'.<] Adequate 



(_4j Inadequate 



VIII. FACILITIES AND EQUIPMENT 

A. The equipment at the area vocational technical institute in my training area was such that; 

[1 ] I found it very e*sy to adapt to the equipment on the job. 
[•'j I had some problems adapting to the equipment or. the job. 



( '41 



rri I found it very difficult to adapt 
LU to the equipment on the job. 



B. In comparison to the facilities and equipment used on your present job. how would you rate your area vocational technical 
institute facilities ana equipment? 

\M 

L 1 ] Area vocational technical institute facilities and equipment were superior to those on the job, 
Q] Area vocational technical institute facilities and equipment were similar to those on the job. 
pTj Area vocational technical institute facilities and equipment were inferior to those on the job. 
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THIS SECTION IS TO BE COMPLETED BY ALL 



DIRECTIONS: Plea* answer all of the following questions concerning the quality of instruction and the quality of the schoo' and 
community services associated with the school from which you graduated. Place an "X" in the appropriate square. 



IX. INSTRUCTION 

A. How would you rate the teaching qvality of instructors in your training program at the area vocational-technlcal institute? 

Most of the instructors pn About the same number m Moft of | nrtr " ctor * 

LU taught very well. L±J taught well as did not. L±J did not teach well. 

B. How would you rate the knowledge your instructors at the area vocational-technical institute possessed about their field? 
(97) (27) C271 

|T]Mo« wreveryKnow.^... mtSS^^^T^ H**""" notKnow.edo.ab... 

C. How would you rate the interest shown by your instructors in your work progress at the area vocational-technical institute? 

rnMost instructors were very F?| MosK instructors were somewhat [TV 0 * instructors did not se 

LU interested in my progress. L£l interested in my progress Lil interested in my progress, 

0. How would you rate the extent to which your instructors at the area vocationaMechnical institute were up-to-date in their 
fields? 

fTl Most instructors were Ifl About the same number were |T| Most instructors were not 

LU up-to-date. LU up-to-date as were not. I — 1 up-to-date. 

X. If you could start all over again, would you choose the same training program you received training in at the area vocational- 
technical institute? (3Q) fifil 

YES (TJ NO [2j 

XI. SCHOOL AND COMMUNITY SERVICES 

A. Who was the greatest help to you in securing your first job? (Check one.) 

(3i 4 111 



0 Instructor, or other area vocational- NMState employment agency 

technical institute personnel br* . ... 

r-i fTlOther— (specify) 

2 Private employment agency LU ~~ 

pz m Does not •PP'V < ! have not been em P , °V*J d u nn 9 

[3] Relatives or friends UU the year) 

B How would you rate the quality of the following services as provided by the area vocational-technical institute? If you did 

' n ot take advantage of the service, or if the service was not available, check "does not apply." (Please check only one square 
for each item.) 



Does 

Excel- not 



Ooes 

Excel- not 



lent Good Poor apply }£nt Gogd Poor apEly 

1. Job Placement Q] 0 0 B 1321 6. Help in securing housing ... |_J LU LU L£l (37) 

2. Counseling with fTl 171 pn m (3 3, 7. Youth organitations (jj [7] GO H (381 

personal problems ..LULULiJI — I r-n 1 — 1 1—1 r"1 

3. Help in making ryi m [3] [4] (34) 8. Recreational programs QJ LU LU Li-P 391 



s 


m 


[4] 132) 


m 


do 


0(33) 


m 




[T] (34) 


m 


ID 


[T| (35) 


0 


\B 


|Zjt36) 



4. Help in securing part- m m pn [41,35, 9. Study, library and other m m HQ [i](40f 
time employment... LU IU LU LU ,35) learning resource facilities .. LJ LJ LJ LJ 

5. Help in obtaining [T| 171 171 171(36) 10. Health services Ml LU IU L±J M1) 

financial assistance. . LU LU LU 1—1 ' — 1 1 — 

C. How would you rate the quality of the services and facilities provided by the community in which the vocational school is 
located? (Check appropriate square for each of the items.) 

Does 

Excel- not 
lent Good Poor apply 

1. Housing . . . . [7] GO [3] [7) ,42 » 

2. Jobopportunitiw . . Q] [7] [I] H 143 ' 

3. Recreation facilities . Q Q] HI H'* 41 
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ALL RESPONSES YOU GIVE HILL BE 
KEPT STRICTLY CONFIDENTIAL 



EMPLOYER QUESTIONNAIRE 



DIRECTIONS: Plea* complete ALL sections of this form even if the employee no longer works for your firm 
When you have completed the form return it in the enclosed return-addressed, stamped envelope 
Your responses will in no way affect the employee. 



I. PERSONAL INFORMATION 
A. Employee name 



(Last) (First) 



B. Indicated Employer , C jty 



(Middle) 



II. EMPLOYMENT INFORMATION 

Vntinnato" *** " ^ ** ''^ ' *P ervisor with the work of the employee fill out this 



Employee's Job Description. 



Supervisor's Name. 



(La$t| (Pi«t) (Middle) 
Supervisor's Position _ 



Date. 



ERIC 



PLEASE COMPLETE REMAINING PORTIONS OF THIS QUESTIONNAIRE 
Not to be reproduced or uted without written permnvon from tf»e Voctttonl follow-Up Syttem 
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11) (12) 

□ □ 

(leave 
blank) 



EMPLOYEE PERFORMANCE SURVEY 



DIRECTIONS' Please indicate your satisfaction with the employee as compared with other workers in the same work 
oroup If the worker is the only person employed with your firm, compare him with others who have 
worked in the same position. This information will be kept strictly confidential. Please respond to 
all questions. 



I. Total number of months employee has been employed by your firm . . . | | |('3-14) 

PLEASE RESPONO TO THE FOLLOWING QUESTIONS BY PLACING AN "X" IN THE APPROPRIATE SQUARE 

||. In comparison with other workers in the same work group, how would you rate the employee on each of the follow!.* 
characteristics? 

above about below 
average average average 

1. The quality of employee's work IU LU I — I (15> 

Z The quantity of employee's work CD LD CD n6 ' 

3. The degree to which the employee possesses specific job-related knowledge important to success Q"j ryj rj| (|7J 
on this job 

4. The degree to which the employee is able to operate the equipment and apparatus used on the job . QJ [2J |_3j (18) 

5. The degree to which the employee possesses basic reading, verbal and computational skills Q] 0 Q] < 191 

III. In comparison to others in the employee's work group, how would you rate the employee on each of the following characteristics? 

above about below 
average average a verag e 

t. Willingness to accept responsibility m m m 1201 

CD GO GD n " 



supervision m m b « 



2. Punctuality 

3. Ability to work without 

4. Willingness to learn and improve CD E 0 1231 

5. Cooperation with co-workers m en m m 

_ „ i — 1 1 — * 

7. Compliance with company policies, rules, and practices m s in - 

_. L£J I — i 

IV. In comparison with other workers in the same work group, how would you rate the employee's over-all competency, effectiveness, 
proficiency, general over-all work attitudes, and other elements of successful job performance? 
(28) 

pT] In the top 1/4 

nf| In the top 1/2 but not among the top 1/4 

|T) In the bottom 1/2 but not among the lowtst 1/4 

(T| In the lowest 1/4 
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Ill , (31 

^] m r 



(8) 



Mil (17 



a 

(leave 
blank) 



EMPLOYEE PERFORMANCE SURVEY 



DIRECTIONS. P ea* ,nd*ate your «tirfaction with the employee a, compared with other workers in the same work 

2* flTl ,$ ^ r^*? emP ' 0yed With V ° Ur ,irm ' COm P are him wi * others who ha^e 
rqu^stion ^ information will be kept strictly confidential. Please respond to 



Total number of months employee has been employed by your firm 



(13-14) 



PLEAS? RESPOND TO THE FOLLOWING QUESTIONS BY PLACING AN IN THE APPROPRIATE SQUARE 

would you rate the employee on each of the following 

above about below 



H. In comparison with other workers in the same work group, how 
characteristics? 



V The quality of employee's work 

Z The quantity of employee's work 

3. The degree to which the employee possesses specific job-related knowledge 



average 

□ 


average 

GO 


average 
[3j C15) 


□ 


m 


Q] 116) 


m 




GO (17) 




m 


|T| (18) 


m 


0 


[Tj (19) 



III. In comparison to other, in the employee's work group, how would you rate the employee on each of the following characteristics? 



above about below 

1. Willingness to accept responsibility "nT "J^f av £2f 

3 



2. Punctuality 

3. Ability to work without supervision 

4. Willingness to learn and improve 

5. Cooperation with coworkers 

6. Cooperation with management 

7. Compliance with company policies, rules, and practices 

8. Wck Attendance 



m s 
m m 
m m 

m 

CD 



(20) 
3 | (21) 
(22) 



3 



3J (23) 
(T[(24) 
|T| (25) 
(261 



(271 



IV. In compare with other workers in the same work group, how would you rate the employee's overall , ompetency. effectiveness, 
proficiency, general overall work attitudes, and other elements of successful job performance' 



1281 



Q] In the top 1/4 

QT1 In the top 1/2 but not among the top 1/4 

f3l I" the bottom 1/2 but not among the lowest 1/4 

|T| lr the lowest 1/4 



9 

ERIC 



101 



106 



NOTES 




102 




107 



KEY PROJECT STAFF 

Guidance Module Series was developed by a consortium of agencies. The 
following list represents key staff In each agency that worked on the project over a five-year period 



The National Center for Research In Vocational education 

2 a [ ry 1 D i l0r Consortium Director 

Robert E. Campbell Project Director 

Linda A Pfister Former Project Director 

Robert Bhaerman Research Specialist 

Karen Kimn.el Boyle Program Associate 

Fred Williams Program Associate 

American Institutes for Research 

G. Brian Jones Project Director 

Linda Phillips-Jones Associate Project Director 

Jack Hamilton Associate Project Director 

University of Missouri-Columbia 

Norman C. Gysbers p r0 ject Director 



American Association for Counseling and Development 

Jane Howard Jasper Former Project Director 

American Vocational Association 

Wayne LeRoy Former Project Director 

Roni Posner Former Project Director 

U.S. Department of Education, Office of Adult 
and Vocational Education 

David Pritchard p r0 ject Officer 

Holli Condon project Officer 



tSEfZ ^!!^l! ea ^ ? preS f nti , n9 8 var '* ty of a 9 encie8 and organizations added their expertise to the 
project as members of national panels of experts. These leaders were- 



Ms Grace Basinger 
Past President 
National Parent-Teacher 
Association 

Or Frank Bowe 

Former Executive Director 

Ms Jane Raieghi 
Education Coordinator 
American Coalition of Citizens 
with Disabilities 

Mr Robert L Craig 
Vice President 

Government and Public Affairs 
American Society for Training 
and Development 

Dr Walter Davis 
Director of Education 
AFLdO 

Dr Richard DiEugenio 
Senior Legislative Associate 
(representing Congressman Bill 

Goodling) 
House Education and labor 

Committee 

Mr Oscar Gjernes 
Administrator (Retired) 
U S Department of Labor 
• Division ot Employment and 
Training 

Dr Robert W Glover 
Director and Chairperson 
Federal Committee on 

Apprenticeship 
The University of Texas at Austin 



Dr Jo Hayslip 
Director of Planning and 

Development in Vocational 

Rehabilitation 
New Hampshire State Department 

of Education 

Mrs Madeleine Hemmings 
National Alliance for Business 

Dr. Edwin Herr 
Counselor Educator 
Pennsylvania State University 

Dr. Elaine House 
Professor Emeritus 
Rutgers University 

Dr David Lacey 
Vice President 

Personnel Planning and Business 

Integration 
CIGNA Corporation 

Dr Howard A Matthews 
Assistant Staff Director 
Education (representing Senator 

Orin G Hatch) 
Committee on Labor and Human 

Resources 

Dr Lee McMurrin 
Superintendent 
Milwaukee Public Schools 

Ms Nanme Metfcfejohn 
Assistant Director of Legislation 
American Federation of State. 
County, and Municipal Employees 



Dr Joseph D. Mills 

State Director of Vocational 

Education 
Florida Department of Education 

Dr Jack Myers 

Director ot Health Policy Study and 

Private Sector Initiative study 
American Enterprise Institute 

Mr Reid Rundell 

Director of Personnel Development 
General Motors Corporation 

Mrs. Dorothy Shields 
Education 

American Federation of Labor/ 
Congress of Industrial 
Organizations 

Dr Barbara Thompson 
Former State Superintendent 
Wisconsin Department of Public 
Instruction 

Ms Joan Wills 
Director 

Employment and Training Division 
National Governors' Association 

Honorable Chalmers P Wylie 

Congressman/Ohio 

U S Congress 



I n 8 



Developed By 



C TKNJ 



h m KsufiCH m ruvfm education 

^ _ s tfta muni nc&o - coiiMeus oho *.wto 




■1 

*1 *l ' 



Competency-Based Career Guidance Modules 



CATfOOIIVA: OUIOANCI PP.OORAM PLANN(NO 

A-1 Identify and Plan for Guidance taasvajsy; .!.. 
Chang* • ; j : ; 

Organize Ouidanca Program Pwatepawntfr 
Taam 

Collaborate with tha Community^ . 
Establish a Career Development MH* 



A4 



C-7 
C-8 
C-9 
C-10 
C-11 



Develop a Work Exoerience Program 

Provide for EmptoyabHIty SMN I 

Provide for the Basic Skin n 
Conduct Placement and Referral Acthrftter v v > ' ; 
Facilitate Follow-through and Follow-up 



C-1* Create and Ute an lnr» «duat Career Dew* 
opment Plan 



•VvSj£. 

|r^".s« 4.^ 



BuHd^Ouldance Program 

- - ' ^mm^MJJ^r, „, , ,. ... %Ai, ,-r, ..' 1* • <. ' .> ,. '.V 1 



' Determine Client and ImMoMiitfM 



CATftOOAYfe $UPPOftT1lv% 

ftWlv influence leglslatlo* 
041 Write Propose* 
Btf. Improve Public Relatione end 

Involvement ■ •*? 

B-* Conduct Staff Devetopmens' 
B-ft Uae and Comply with Administrative 

Mechanisms 




Mq^&U Enhance ft) *ii«an$i>g©! IndvWtiSI***!* 



t$kfW CUt Meet Initial outdance rseeoe or uwer < 
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CATEGORY C: IMPLEMENTING 

C-1 Counsel Individual! and Groups 

C-2 Tutor Clients 

C-3 Conduct Computerized Guidance 

C-4 Infuse Curriculum-Based Guldanct 
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C-d Promote Home-Based Guidance 



CATEGORY 03 OPERATING 

D-1 Ensure Program Operations 
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E-2 Communicate and Use Evsluation-Based 
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